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User Guide — Civilian Virtual In-Processing - cVIP Introduction MAY-2004

Purpose

The cVIP application is Web based and will support all aspects of employment In-Processing
to include validating/verifying eligibility for employment. In cVIP there are Three Primary
Phases: Tentative, Pre-Appointment, and Appointment. The cVIP application will support
In-Processing. By using cVIP, selected candidates will provide required information over the
Internet. This information will populate electronic in-processing forms. This, in turn, will flow
applicable forms to the electronic OPF.

Menu Path

Use the following menu path(s) to begin this task:

o HR Specialist/Staffers: Select the cVIP application by clicking on the AFPC web site
http://www.afpc.randolph.af.mil. From the AFPC Home Page, roll your mouse over the
Civilian link at the top of the screen, then scroll down to Web Applications, then scroll over to
the cVIP for Staffers link and click.

e Applicants — (Selectee/Employee) — Access to the Civilian Virtual In-Processing (cVIP) is
limited. Only those applicants who have been contacted with a "TENTATIVE" job offer may
use this application. Selectee/Employee may access the cVIP application by going to
www.afpc.randolph.af.mil/afjobs, and then click on “Received a Job Offer”.

Helpful Hints

AFPC/DPCXT Revised May 2004

If processing the RPA manually you will need the following information to ensure cVIP will
not time out while inputting the required information.

e RPA Number, Effective Date, Position Title, Position Sequence, Location and
Organization

e Additionally you will need the Name, SSAN, Sex, DOB, and Citizenship of the
individual being placed on that RPA

You will also need to know whether or not this individual is a current federal employee.
This information is essential in the creation of the SF 2810 and TSP 19 if the forms are
required.


http://www.afpc.randolph.af.mil/
www.afpc.randolph.af.mil/afjobs

& Chapter 1- Accessing cVIP (HR Specialist/Staffer)

Start the task using the menu path located under http://afpc.randolph.af.mil Select the Civilian Tab,
Web Applications, CVIP for Staffers link which will direct users to the AFPC Secure Web Sites Login

page.
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http://afpc.randolph.af.mil/

AFPC Secure - Login

#z3 AFPC Secure - Login - Microsoft Internet Explorer provided by AFPC =
J File Edit ‘Wiew Fawvorites Tools  Help |

J R | at ‘ Qisearch [3Favorkes ¢ #History | BN S -

| Address [#7 https: fiteafpesecurejeFaul asp | e |[uks

AFPC Secure - Login

% AFPC Secure PKI Registration (Account Creation) Improved: We have recently improved this process. Ifyou were ever
unahle to use your CAC with our weh site, you should try it again. Air Farce Military and Civilian personnel should no
longer have to provide their 35AM. Click here for information on accessing AFPCSecure using vour CAC andfor DoD PE]
Certificate.

¥ First time Air Force Users: |t is essential for Military members to know their Pay Date, and for Civil Service emplovees
to know their Service Computation Date (SCD) for Leave to support access of authorized individuals to this weh
site. Checkyour LES for Pay Date and SCD Leave Date

% Cookies must be enabled: Click here for other common problems and solutions

% On-Line Password Reset: Click here for details

Read Me TIPS: All Users

& Importance of Accurate E-Mail address for receipt of AFPC Auto E-Mail:

AFPC Secure uses e-rail for security verification messages to users, so itis very impaortant thatyour address is accurate and
thatyou have an actual e-mail account atthat address.

New AFPC Secure Users without an active e-mail account: For new users (military users without established accounts, or
wage grade civilians without their own personal computer at work) suggestyou obtain permission to have vour Air Force
organization, sUpervisor or sponsor provide their e-mail address for your read-only use (for receipt of AFPC Secure e-mail on a
temporary hasis) until your own account is actually estahlished. Mail box owner must agree to provide you copies of your e-
mail messages. This will eliminate problems with use of AFPC Secure. Just remember to change the e-mail address in AFPC
Secure, upon activation of your own account. Users may also use free personal intemet service provider e-mail accounts that
they may have, but should only do this if a government account is not available. Carefully checkthe address to ensure it's
correct

Ifvou are unsure of vour actual e-mail address, vou can confirm it by selecting the “address book” in Cutlook, finding your
narne, right clicking on “properties™, and selecting the “E-Mail Addresses” tab. Mary tirmes users are unaware of their actual
e-mail address.

Usage Policy
OFFICIAL LS. GOVERNMENT SYSTEM FOR AUTHORIZED USE ONLY

AFPC Homepage

User Login
Repgistered users please login to continue

User ID:

e

Password:

0 If wou have not used your account inthe last four
months (120 days), it has been deleted and you will
nied to create it again.

Create Password Accounts Here
{Non-DoD PHKI certificate users)
In arder to gain access to secure content at AFPC,
please register. Selectthe appropriate category.

[-]

(3]

Explanation and uses of the following fields listed below.

Required/Optional/Conditional

[ 8 BB localintranet

Field Name R/O/C

Description

User ID: R Description of the User ID

Example: moon9865!

Password
ABC123!!

Example:

Description of the User ID and Password.

If the HR Specialist/Staffer currently has a User ID and password, enter the information in the

L

required fields and click to access cVIP.

If the HR Specialist/Staffer does not have a User ID and password then click on the Civilian
button and follow the instructions for creating an account. Once the account is created,

return to

AFPC/DPCXT Revised May 2004




AFPC Secure - Main Menu

2 AFPC Secure - Main Menu - Microsoft Internet Explorer provided by AFPC Iﬂl‘cal
J File Edit ‘Wiew Fawvorites Tools  Help
J R | at ‘ Qisearch [3Favorkes ¢ #History | BN S -

Jﬁ\ddrass Ia https: fiteafprsecureMainkenu. asp j a0 |J Links

E

[l || WSETEY

AFPC Homepage
AFPC Secure

These are secure sites.
Please close all browsers when you leave the applications.

These sites are intended for the use of the Air Force only. Do not reproduce or distribute the content of this site to a wider audience without coordination
with the information owner and your unit public affairs office.

Beeson, Cindy S, You have access to the following sites:

Automated Records Management Systermn

Yirtual Career Brief for AF Appropriated Civilian Employees

‘ This application allows Air Force Employees access to their electronic OPF. (Test system on ITE)
‘ Civilian “irtual In-Processing

TestEBIS Il (Frames)

Test Resumix Ve

Pascodes (Test system on ITE)

Personnel TEMPO (FERETEMP D) is a quality-oflife measurement that measures the amount oftime an
individual spends away from his or her home station. Within this system you can display PERSTEMPO data
by groupings (MAJCOMs, Bages, Units, Weapon Systems, and A Force Specialty Codes-AFSCs) or by
individual.

| =l
[ l_’—é_ g'r Local intranet

The User has successfully logged into the AFPC Secure Web Site and they will be directed to the
page displayed above. This page lists all applications for which the User has access. Click on the
=

button.
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Security Alert

Security Alert X|

r."ﬁ |nformation you exchange with thiz site cannot be viewed or
?. changed by otherz. However, there is a problem with the zite's

gecurty certifizate.

ﬁ The securty certificate iz from a truzted certifying autharity.

0 The security certificate date iz valid.

The name on the zecunty certificate does not match the
harne of the zite,

Do you want to proceed?

Yes | | Mo I Wiew Certificate

Click e

@Note: You “may or may not” see this Security Alert Screen.
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Main Logon
@ MainL ogon - Microsoft Internet Explorer provided by AFPC =18

J File Edt ‘iew Favorites Took  Help
J Lo liERARA @ A ‘ @Search (3] Favorites @History |%v Eh W -

Jﬁ\ddress I@ hittps:ficew?/dpcedify/cvip_staffjovip_staff a5 j @GU

| »

Welcome 10 wer

Civilian Virtual InProcessing (CVIP)
Air Force Civilian Employee Inprocessing
INSTRUCTIONS: Tohegin civilian inprocessing press the continue hution helow.

Your efvilian Virtual Inprocessing Logon and PIN & your typed name on all forms in CVIP have the same effect as your signature and ave accepted as your electron signature.

Be advised that any falce stalement in any transaction aceomplished through this application, or willful misrepresentation, is a violation of the law punishable by a fine of not more that
$10,000 or imprisonment of not more that § vears, orhoth, according io federal law, Additionally, this may resuli in disciplinary action wp to and including removal from Air Foree
employment, If you acknowledge and understand this and wish to continue using this application press CONTINUE.

CONTINUE
o

Privacy Act Statement:
Authority: Executive Order 9397 &
@ Done |_ E E Local intranet

Click the maximize button ol on the top right hand of the screen. By clicking the maximize button
this enables you to enlarge the screen and proceed within the cVIP program with a full screen view

COMTINLUIE

Click |to proceed.
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@ Chapter 2 — RPA Request Screen

2} par_variable - Microsoft Internet Explorer provided by AFPC =ENET] [SlEEEaE] |- sEEs|

File Edit  Wiew Fawvorites Tools  Help

4mBack -~ = - (& 2% | @search [GiFavorites C@History | S+ &b EE |

Address [€] https: jfitewz/dpcadify/cai-binjcgidnt. exe fovip_staffreb/NDO0_ =l &en |

Civilian Virtual InProcessing

Please type in the entire RPA Number:
RPA Number: |

("When typing in the RPA number ensure letters are typed in uppercase)

=

&1 Doe S BEicaimianet
. - " . Cantinue

Enter the RPA number in all CAPS (field is case sensitive) click to proceed to the next

step.

AFPC/DPCXT Revised May 2004 9



RPA Request Screen Cont

A notincvipdb - Microsoft Internet Explorer provided by AFPC

File Edit Wiew Fawvoril tes  Tools  Help

<mpack - = - @ 23 | Dusearch [Favorkes (HHistory | BN S -
=

Address [@] https:/fitewz/dpcedify/cgi-binjcgicint . exefAG47AOESWPESPASBYDSZCZMNDOOL

Civilian Virtual InProcessing

The RPA Number (02FEB12345678910112) you entered is not
currently in the CVIP database.

Press cee | to pull the data from Business Objects.

Press rere | to manually input data.

=l

[ & [BE Localintranst

&] Done
If the screen above is displayed the RPA number was not found in cVIP. If the RPA number

was input incorrectly click the back button to re-input.
To pull the RPA data from Business Objects (DCPDS refreshed data) you must click on

BERE to pull the data from Business Objects”)

(“Press

OR

If this is an action that needs to be completed immediately you must click on

(“Press RIERE to manually input data”).

@The Manual Input Process should only be used in EXTREME cases since all

data must be typed manually.

AFPC/DPCXT Revised May 2004
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Manual Input of RPA

Q The Manual Process should only be used in EXTREME cases since all data must
be typed manually (Be extremely careful when typing in the Name, SSN and the
DOB) Date field formats are MM/DD/YYYY. These fields are required in order to
process the RPA.

l edItRFA - Microsoft Intermet Enplorer provided by AFPT - ngl dl@l@|@|l|@l=l =12 =l

| Pl £k Mew Faokes  Took  Helb
| ik - =+ - DA o | Dsewch GiFsotem (e | Y- O W - 5

| Akdrmes [0 httoes ke idocediyloghbinjogonk. e BEEEXD N MOMEREDUHCINIDN0] |

RFA Numiber; | 148FRDE0 2345

EFFECTIVE DATE: |04/ 82004

Personnel Data
Lcid Mamie: | Flrsd Namme: MEddle Mamie:| Bext|

. =y - |
SEAN: | Dute of Birih: . U5, Citirenshig: |7

Position Data

Nunirr:[ Sequence:
Thile: |Hun-o.u Fesnircas Asalghan

Loeatian: [Pandolph AFE. T
Dvganizasiam: (57 MES0/OPCE

FayPlami |35 Gradoi|  Seriess

Nature of Action

THORA Code: | |

Znd NOA Code: | [

The table on the following page outlines the required data fields that must be input into the
required fields shown above.

AFPC/DPCXT Revised May 2004 1"



Manual Input of RPA Cont Required/Optional/Conditional

Field Name R/O/C Description

RPA Number: R  |Description of the RPA Number:

Example: 04APR9PARWO0000711353 (20
characters)

Effective Date : R  |Description of the EFFECTIVE DATE:
Example: 04/18/2004

Last Name: R |Description of the Last Name.
Example: Doe

First Name R |Description of the First Name.
Example: Jane

Middle Name R |Description of the First Name.
Example: H

Sex: R |Description of the Sex:
Example: F

SSAN R  |Description of the SSAN.(no dashes)
Example: 123456789

DOB R  |Description of the DOB.
Example: MM/DD/YYYY

US Citizenship R |Description of the US Citizenship.
Example: Y

NUMBER R |Description of the Number
Example: 9G099

SEQUENCE R  |Description of the Sequence
Example: 123456

Title R  |Description of the Title.
Example: Human Resources Assistant

Location R  |Description of the Location.
Example: Randolph AFB, TX

Organization R |Description of the Organization.
Example: 67 MSSQ/DPCE

Pay Plan R |Description of the Pay Plan.
Example: GS

Grade: R |Description of the Grade:
Example: 06

Series R |Description of the Series.

Example: 0203

AFPC/DPCXT Revised May 2004
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Manual Input of RPA Cont

| Fla CdE Ve Favorkss Toch  male
| Bak v =k o G [3] S| BSeach [iPaverkm CBestoy | By b W - )

| Ackdrmmn MY e e i G W MR AN I SN AT =] #an

5 LS L ) S L =

=

Civilian Virtual InProcessing

(FEREOMAL INFORMATION - SURIECT TO FRIVACY ACT OF 1974 AR AMEMDED)

Flease fill out the form below and press Submit to start the CVIP process.,

Smpriai Dok ferrsain uring MOWHIAYTT

oo

FP A Mumber: [0 48 FR0EE 2345

EFFECTIVE DaTE: |14/ 8004

Fersonnel Data =

I.HIH.'AHM_: Pt Nussi | MMWIE'" mml"

— - o ————
SEAN: Date af Bdrih: U5, Citizenskip: |V

Position Data

Humbor: | hqumli
THile: |Hu|n-:||| Farsoorces daaialont

Liutianz [FRndciph AFH, T =
&1 fom U8 B il rkranat ]

Submit

Once the HR Specialist/Staffer has entered all the required information click

You have now completed the manual RPA input process and will be taken to the cVIP main menu.

AFPC/DPCXT Revised May 2004 13



@ Chapter 3 - Main Menu Tabs
RPA Info Tentative Pre-Appt Appt Enter New RPA Email Addr Refresh Update/Send to Pa.R.l.ﬁ“

Input Date Format using MMDD/YYYY

Subrrit | Change RPA# or SSAN |

The cVIP HR-Specialist/Staffing Menu has 9 TABS. By clicking on the various TABS the HR
Specialist/Staffer will be directed to the module for which they desire access. The selected TAB will
always show on the left side of the screen display. Below is an outline of those tabs.

1. RPA Information - This screen displays information contained on the RPA.

2. Tentative — (Phase #1) This module contains the forms and documentation required to verify
eligibility for employment. Upon Tentative Selection, the HR Specialist/Staffer examines the
position and the Selectee/Employee information to determine what information is required to
validate employment eligibility. For example, if the Selectee/Employee claimed Veteran’s
Preference, he/she must now provide a DD 214. The HR Specialist/Staffers enters required
documentation into the cVIP; they advise the Selectee/Employee to enter the cVIP web
application and submit documentation within 5 days

Once the HR Specialist/Staffer reviews the required documentation and validates employment
eligibility, the Selectee/Employee is advised to enter the next phase, Pre-Appointment.
Depending upon the position and the Selectee/Employee status, the following data is collected:
Reserve Status (AF 3598), Prior Federal Service (SF 144), Race and National Origin (SF 181),
and Self-ldentification of Handicap (SF 256).

3. Pre-Appointment — (Phase #2) This module contains the forms required to complete the
personnel action. The forms required for completion are determined by the HR Specialist.
During the Pre-Appointment phase, the Selectee/Employee also must accept applicable
conditions of employment including: State Criminal History Records Checks, Drug Testing,
Emergency Essential, Term, Mobility, Supervisory Probation, etc.

4. Appointment - (Phase #3) Documentation required to complete the appointment/personnel
action. Finally, the employee is scheduled for in-processing at which point he/she will complete
the Appointment phase of cVIP. By this time, the majority of the documentation has been
completed. The employee will report to the Civilian Personnel Flight to complete his/her in-
processing.

5. Enter New RPA - Use this Tab if you need to view and/or update another RPA. Clicking on
this TAB will take the HR Specialist/Staffer back the Civilian Virtual In-processing RPA Number
Request Screen.

6. Email address - The HR Specialist/Staffer may use this TAB to make changes to the e-mail
address if necessary.

7. Refresh - This module allows the HR Specialist/Staffer to refresh several items (3 button
options) such as
¢ Refreshing the RPA data from DCPDS
e Deleting all the Selectee/Employee cVIP information for this RPA (i.e. If the
Selectee/Employee were to decline position, if done in error all forms will have to be re-
accomplished)
¢ Refresh RPA data and delete all the Selectee/Employee cVIP information (Caution, this
deletes all Data)

AFPC/DPCXT Revised May 2004 14



Main Menu Tabs Cont

8. Update/Send to PARIS - (ONLY THE AFPC HR SPECIALIST MAY UPDATE THIS TAB)
¢ Clicking this TAB will send forms to PARIS
¢ |f one of the forms is not completed cVIP will display a window stating which form and

what is not complete, the information must be completed before attempting to UPDATE
again

e |f all forms are complete a notice will appear that states that all forms have been flowed
to PARIS. This is a ONE time event. This sends a flag to the system to grab the
information and send it to PARIS. Clicking it several times by mistake will still only send
the one flag to the system

9. Exit - This TAB will let the HR Specialist/Staffer exit the system.

Refresh Tab

When the HR Specialist/Staffer clicks on the Refresh tab a new window will display giving the HR
Specialist/Staffer several items that can be refreshed.

Refresh

RP A Number: |©<DECIPAFPCDRPC2T2569

To only refresh RPA data from Modern DCPDS press ___ Hieftesh RPA Data | A
[ This will only overwrite exisiing par data only)

To only refresh/delete employee information data collected press Refrash Employee Data
(This will delete the employee data and reset the pick lisis)

To refresh hoth RPA data and delete Employee Datapress __ Rieftesh All | C
(This will overwrite RPA data, delete employee information, and reset the pick lists)

Civilian Virtual InProcessing

Tentative Pre-Appt Appt RPA Info Enter New RPA Update/Send to PARIS Email Addr EXIT

| B

A.

“Refresh RPA Data” button only refreshes the RPA data from DCPDS. Example: If the
position number data or the effective date of the action is changed on the RPA (once the
RPA has refreshed) this button would allow you to overwrite the existing RPA data in cVIP.
The new information will replace the old on all pertinent forms.

“Refresh Employee Data” button deletes all employee cVIP information for this RPA
and resets the pick lists in the tentative, pre-appointment, and appointment modules. This
would be useful if the Selectee/Employee completes the wrong forms or never enters on duty
and the RPA has not been processed. CAUTION: If you accidentally hit this button, the
Selectee/Employee will have to re-accomplish ALL of the forms.

“Refresh All” button will refresh will delete both the RPA and Selectee/Employee data.
This would be used in the case of an employee who is appointed and the RPA has been
processed, then the Selectee/Employee does not show for work after the established EOD.
CAUTION: THIS BUTTON DELETES NOT ONLY THE EMPLOYEE INFORMATION BUT
ALSO DELETES THE RPA IN cVIP.

AFPC/DPCXT Revised May 2004 15



Email Address for HR Specialist/Staffers

If you did not complete the staffer information, including the E-mail address, a separate screen
will appear to remind you to input the staffer’'s E-mail address. Once the Staffer selects a valid
RPA number, it is imperative to assign an address under the e-mail TAB. This e-mail address
assigned is used to notify the HR Specialist/Staffer the modules’ completion by the
Selectee/Employee. This e-mail address is also used by the applicant to notify the Staffer if
assistance is needed with the application or any questions pertaining to the completion of
required forms.

1%L

@In this area the HR Specialist/Staffer may list numerous email address separated by ",

=] J=llslll=l=] | TS
L

| bk - = - @[5 o | Sksesih [Gifevedies odetbey | G- o B - &
=1 i=e

| At ees [ biker i et e ool o B ek . o R B SR O DA E S ST S LS T

Cliwvilian Virtual InProcessing

(FERSONAL INFORMATION - SUBJECT TO FRIVACY ACT OF 1974 AT ARMENDED)

R g gl [ TS TPl AT P PTEI PO P INAT b |

Email Adds FTentatize Foo-Aose & poe

Fleare type in yoar crmail address o 4 prozs UFDATE
ERLALL ALXIDRIESS
IR Statfer@rancolph st omil

£=1] B tocaiakianst
Required/Optional/Conditional
Field Name R/O/C Description

EMAIL ADDRESS : R Description of the EMAIL ADDRESS: (Depending on the business
process this could be the CPFs POC address or an AFPC HR
Specialist/Staffers POC address)
Example: John.Doe@randolph.af.mil

Then, Lliehite Ulge s Flzecis HR Specialist/Staffers Email Notification

AFPC/DPCXT Revised May 2004 16



Tentative Menu (Phase 1)

18
Fla Bt View Pieobed TosH  Hils '
deback v = - B [B | BSesesh [EiFmode CHomer | [Py S B

Adckess [@] hetpeimesz)docediyoprbindogdnt e s 00D QR BT WILP I Y RGP ERNE00L__ =] e
- F RIS A ATTENTEDY

LY A K"

Temiative Pre-Appt  RppE RPA Info  Email Addr Ralfresh Entor How APA Updnio/Sond fo r-.q.m“
ADODRESS | Chck iz Update Reconrd Clear Foms

BaAE

Namme:

Temtative Pick List (Click on the checkbox when tentative forms have been soelected) B Give Employes Arcoss

PARIS:[" Yeemployee has records in PARIS. Is this a cusvent federal employes? Y.I'H.'l'_l'
Congleie Lecked Diate Pushbutisn for Farm
Mardord Forms by Sealfer Rigmed
C3 I :'FH'EJ (Reguired)iDieclaration for Federal Emplayment)
'3 I SR8 | (Application for 1. Paint Veterans Preference)

™ Hetred Military e ladrningg MNomwartinee Campaigns or Expedition: must complets and forward to below address,
{Form i available on OFM ste WAW OFM GOVFORMSHTMLAF ASE)

Farms marked holow must be submitted within 5 working days to: Phane Mumber Infaormation:

Hame |

Addrose |

City, State, Zip |
EMAIL | jare Doe@randalph.af.mil

Copmmereial Fax Number: |
DSH Fox Momber: |

=1 T M Lecal mranot

Explanation and uses of the following fields listed below.

Required/Optional/Conditional

Field Name R/O/C Description
PARIS: C Description of the PARIS —
Example: Y=employee has records in PARIS

<i)This field is Conditional if the employee has a record in
Paris a “Y” will auto-populate if they do not then an “N” will

appear.
Is this a current R Description of the “Is this a current federal employee?
Y/N”. Must be input by the HR/Specialist/Staffer — This step

federal employee?

YIN: is essential to the creation of the system generated completed

SF 2810 and TSP 19 if forms are required. When a “Y” is
selected the Selectee/Employee will see this

GOy EME INFOR button when the

Selectee/Employee logs into this Menu. @ (This button is
only generated on the employee side; the HR
Specialist/Staffer will not see this button.)

Example: Y: Yes

AFPC/DPCXT Revised May 2004 17



Tentative Menu Cont (Phase 1)

The following fields must be completed by the HR Specialist/Staffer so the
Selectee/Employee has the correct Point of Contact Information.

Required/Optional/Conditional

Field Name R/O/C Description
Name R Description of the Name.
Example: HR Specialist/Staffer’'s Name (Jane Doe)
Address R Description of the Address.
Example: CPF or AFPC
City, State, Zip R Description of the City, State, Zip.
Example: Base, State, Zip Code
EMAIL R Description of the EMAIL.
Example: Jane.Doe@Randolph.af.mil
(CPF or AFPC HR Specialist/Staffer’s email address)
Commercial Fax R Description of the Commercial Fax Number:
Number: Example: 99-999-9999
DSN Fax Number: 0 Description of the DSN Fax Number:

Example: 999-999-9999

AFPC/DPCXT Revised May 2004
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Tentative Menu Cont (Phase 1)

‘A mainenesur - Microsolt Internet Enplorer provided by AFPC E S
| Fle Edt Vew Foeoides Took  Halp -
deieek ~ = - Q) [8]  Dewch [EiFaorkes gbmtery | By S [ -
| Address [@] hetpofiverzdoosdfylog-bindomdnt, e 00D QR WILP RV ESCF ESIND00L_ | pree
I Retired Military claiming Norwartime Campaigns or Expeditions must complete and forward to below address. |

(Form is avadlable on OFA site WA OPMLGOVFORME HT ML/SF.ASE)

Forms marked helow must be submitted within 5 working days to: Phone Humber Information:

Tame |

Address |

City, Suate, Zip|
EMAIL llane Doe@randalph.af mil

Cominercial Fax Iumnber: |
DEN Fax Nomber: |

IWOTE: If you are trassfermng Focn anotber ageney and bave a Thalt Savng Plan (TSF) baan, be prepased 1o previde you TSF loan nurnber
(5} on the proger scresn i the apgrapriate blockiz).
These forms are already in your possession: (Provide copies only!)

I “Certificate of Belease” or “Dscharge from Active Duty® (DD2 144,
Capy 4)

™ College Transcripts
™ NAFI Notification of Personnel Action (AF 2545) ar AAFES Foam

1200-75
Verifieation Letter from Personnel Office
Notification of Personnel Action (8F 50)
Certification statement dated within the last yiar from a State
Vocational Felabilitation Service, Department of Veterans Affairs or Gallandet College...
T Permanent Change of Station Orders refurning you to United States

w ml m

& E W

The HR Specialist/Staffer should mark the appropriate documents. These forms are necessary in
helping to verify eligibility.

The HR Specialist/Staffer clicks to mark ¥ Give Employee Access By selecting this box the
Selectee/Employee will have access only to this module. Once all information has been updated by
the Selectee/Employee the HR Specialist/Staffer then marks the “Locked by Staffer” button to
ensure no information is changed or lost once the Selectee/Employee has finished updating all
documents.

Click to Update Record

Once you this will update/save the tentative process.
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Tentative Menu Cont (Phase 1)

A recupd - Microsoft Internet Explorer provided by AFPC

Fil=  Edit Wiew Favorites Tools Help

GaBack v = - 4 | @hsearch [GEFavorites CHistory | By S -

&1 Done

Click tMainteny | ) on.

AFPC/DPCXT Revised May 2004

Address |@ https: fitewz fdpcedifyfcgi-bingogicint, exef YR@S TKEKE 19PPK TEYROGECRMNSEMMDO01 ;l o |
=
Civilian Virtual InProcessing
Record Updated
kdain kenu I
|

[ (& B ocalintranet
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Pre-Appointment Menu (Phase 2)

Click the Ere-Appt 5

2 v oadveeryeenals — F3 ekl Tl eriet B s el R ARG L AR ] =

Fin  Bde  wview  Fhemrkes  Took  Halg _
deimck - =k - i [2) 3} | SREesdn [pifeeeces  Cfemeory | Dh- S B -
Ao [4] F 501w e A0 DA A I S e ol P AR T 1 I Do A R e 40O DWW 000 AR s i BE W _IUT TOM_PA-AFT0 [N MOST —FRO-APFONTMENT 30,00 =] o G

e CVIP PRE-APPOINTMENT MENU &

FERESOH [HPORMATION - SURIECT TO FRIVACY ACT OF 1874 A5 ABMENDEDG

- Tontstive ADot W infs Emner o BES Dmpil Addr Rodren b Wpdm e Seend i rﬂn:n—“
Auicirens | Chick oo Lipceie Fscor Clemr Foamnme

REAN: |

Tana: |

PreAppt Fick List eliele on check box when fons love eon selocmod) B Give Employeo Accoss
Iy thiv u current federa] smployee: YT Does the employes havie o TSP lean: Y0089 [~

A b Lahed Mradr
Blarkesd Farms Ty Snadlens Sikzned Fush Dwion S e
" I [ AFA8EE | 3 (Eeilimn, Empinpen Pl s cGuard e Categeari
= I [ i L P T I o F e Eri—
= [ [ _EF0 |ty L T— Chrigim 3
o I [ _EFE5E | iRy 3 Cir i nit L]

HEHND
| _ Acooredsdgmmant ]n:'sqm SCHIEC Check)

| Flslsmm

| Fla micmncm

Eupp Cussticns

i e T s

The following fields must be completed by the HR Specialist/Staffer so the Selectee/Employee has
the correct Point of Contact Information.

Required/Optional/Conditional

R/O/C Description
Name

Description of the “Is this a current federal employee?
Y/N”. This data flows from the information input by the HR
Specialist/Staffer in the Tentative Menu. Must be input by the
HR Specialist/Staffer — This step is essential to the creation of
the system-generated completed SF 2810 and TSP 19 if
forms are required. When a “Y” is selected the

. . GOy EMP INFOR
Selectee/Employee will see this
button when the Selectee/Employee logs into this Menu.

Is this a current R
federal employee:
Y/N

(This button is only generated on the employee side;
the HR Specialist/Staffer will not see this button.)

Example: Y: Yes

Does the employee R Description of the “Does the Employee have a TSP loan Y/N”.
have a TSP loan: Y/N (This data flows from information input by the
Selectee/Employee)

Example: Y
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Pre-Appointment Menu Cont (Phase 2)

2} mainmenuD - Microsoft Internet Explorer provided by AFPC == =]
| Fle Edic Wiew Favorites Tools  Help |
| «Back - = - @D 4} | @isearch [(iFavortes (HHistory | Bh- Sh -
| Address [@] F_svs_1=vvEe4078DvWBASTSQYMYHBRPY %4 0G24PYK3YIU%40P %4 40DLISEWF_FORM_NAME=mainmenuELEEWF_BUTTON_PRE-APPOINTMENT=PRE-APPOINTMENT?28,12 | @ Go |
Complete Locked Date
NMarked Forms by Staffer Signed Push Button for Forms
| m} | m} | AF359E‘J (Required) (Civilian Employee Military Reserve/Guard/Retiree Category)
~ | m} I SF144 | Requirved) (Statement of Prior Federal Service)
~ m} I SF181 | (Required) (Race and Mati Origin ification)
= - I SF256 | (Required)(Self ification of icap)
SCHRC
O O [ Acknowledgement I(Shl‘e SCHRC Check)
= = I _Relesse |
= = I _ Fesidence_|
- - I Supp Questions
Conditions of Employment Specific to Selectee and Position
r r kedical Exam I
[l [l I Drug Test
[l [l I Ohligated -
[l [l | Ferm Intmnt |
[l [l I Ermerg Esntl |
[} [} | Key
- - I Supwv Prob
r r I Term |
r r I tobility Agreement Career Broadening
r r I kokility Career Programs
ml ml [ DD2760 |roualification to Possess Firearms or Amunition) =]
&7 Done [&) [BE Localintranet

The HR Specialist/Staffer should mark the appropriate documents applicable to the
Selectee/Employee.

e The AF3598, SF144, SF181 and SF256 forms are required for all Pre-Appointment
processing

o The State SCHRC check may also be required depending on the job requirements

e Conditions of Employment will be “Specific” to the Selectee/Employee and Position
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Pre-Appointment Menu Cont (Phase 2)

/) mainmenuD - Microsoft Internet Explorer provided by AFPC =] x|
| Fle Edit view Favorites Tools  Help |
| 4Back - = - @D 4 | Bhsearch [Favorites (HHistory | BN S -
| Addrass [&] F_svs_1=vvEu40780 WEASTSQYMYHERPY 34 0GEAPYK 3 I 0P 0DLIEEWF _FORM_MAME=mainmenuEb&EWF_BUTTON_PRE-APPOINTMENT=PRE-APPOINTMENT?ZS, 12 | @G0 |
[ [m] I Ferm Intmnt I =
~ (] | Emerg Esntl I
1= ] | Key
~ O | Supw Frob
'7 l_ I— Term I
~ [l I Fobility Agreement Career Broadening
I~ O I kdobility Career Frograms
~ (] | DDZ7E0 I(Q ification 1o Possess Firearms or Smunition)
= - | SF312 |(Classi ; ; Ag y
= O | AFRCT 21 |(A.ir“ T ician (ART) Program Certificate of Understanding)
= - [ Temparary NTE I
~ ] | DD1617 | (Transporiation Agreement outside CONUS)
= O | DD1E18 | (Transportation Agreement within CONUS)
The followi ked below d q i musthe d loaded, printed, p 1 d and itted to your local Civilian Personnel Office via US
Certified mail, or hand-carried. Since only original must be i FAX or email copies are not accepied.
Regquired Forms are marked
T sF8s,Q i ive for MNom_! itive Posith PLUS A i ion for
Rel of] jon and, A i ion for Rel of Medical i
I SF8SP, Questionnaire for Public Trust Positi PLUS A i ion for
Rel of ] ion and, A i ion for Rel of; dical i
T sF8sPS, S 1 Q) i ire for Sel d Posit
I~ sFss, Q i ire for MNati 1 5 ity Posit PLUS A i ion for
Rel of] ion and, A i ion for Rel of Medical i
™ sSF86A, i ion Sheet for Q i ires SF85, SF85P, and SF86
&] [ [EE Local intranet

The HR Specialist/Staffer clicks to mark ¥ Give Employee Access By selecting this box the
Selectee/Employee will have access only to this module. Once all information has been updated by
the Selectee/Employee the HR Specialist/Staffer then marks the “Locked by Staffer” button to
ensure no information is changed or lost once the Selectee/Employee has finished updating all
documents.

Once all forms have been identified for the Selectee/Employee then clicks the

Click to Update Record button.
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Pre-Appointment Menu cont (Phase 2)

2} recupd - Microsoft Internet Explorer provided by AFPC

=151 x|
J File Edit Wew Favorites Tools Help i
| wBack - = - @D | @search [alFavortes (Htisory | By Sh -
J Address I@ https: fikewz fdpcedifyfcgi-binfcgicint exef 7 COUXSUGYIPIOGEYILOCIT/NDOOL __ j @GD
=
L] [E ) * -
Civilian Virtual InProcessing
Record Updated
tain kenu |
[ -]
|@ Done

| |& |8 Localintranet

Click kain bdenu
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Appointment Menu (Phase 3)

The final tab is the Appointment Menu Click Appt

/2 mainmenuEb - Microsoft Internet Explorer provided by AFPC

=1
J Fle Edit View Favorites Tools Help ﬁ
| wpeck - = - @[] 4| Qoearch GaFavortes (Bistory | S 5 [ -

J.C\ddress I@ 6f-cafbb9735087BEWF_5YS_1 =30V00AI3QR4WQLIS0ZEZMBME THREABHEMZ JAS IMRYBEWF_FORM_NAME=mainmenuD8EWF_BUTTON_APPOINTMENT=APPOINTMENT?12,10 j @GO

-

kj CVIP APPOINTMENT MENU @

(PERION INFORMATION - SUBJECT TO PRIVACY ACT OF 1974 A% AMENDED)

Appointment Tentative Pre-Appt RPA Info Email Addr Refresh  Enter New RPA Update/Send to PARIS“

Address Click to Update Recard Clear Farms

SSAN: I

Name: F

Appointment Pick List (Click on check hox when forms are selected) v Give Employee access
Complete Locked Date

Marked Forms by Staffer Signed Push Button for Forms

v [] INSI9 | (Employment Eligibility Verification)

(NOTE: Staffer must first pre-fill information on the SE61 hefore the employee signs)
r r | | [ 5F61 | (Appointment Affidavits)

Information

You indicated on the Pre-Appointment Menu that you have a TSP loan outstanding, Please enter the loan number in the
block provided. The TSP-19 form will be populated and forwarded to DFAS and TSP to identify the new payroll office.

TSP Loan 1# |1223554?39 Payment Amount |5U-UU
TSP Loan 2# |23458955 Payment Amount |3UU-DD

HAVELOAN: [x

|
|@ Daone ’_|—é_ E Local intranet

The HR Specialist/Staffer should mark the appropriate documents applicable to the
Selectee/Employee.

@(N {OTE: Staffer must first pre-fill information on the SF61 before the employee signs)
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Appointment Menu cont (Phase 3)

@The TSP loan information will only be displayed in this screen if the
employee/applicant indicated “Y” in the Pre-Appointment Menu “Do you have a TSP
Loan: Y/N” question. As required, the employee/applicant is responsible for
completing the following fields as applicable. The HR Specialist/Staffer ONLY views
the data for informational purposes to ensure the cVIP automatic flow of data to the
TSP 19.

Required/Optional/Conditional

Field Name R/O/C Description
TSP Loan 1# R Description of the TSP Loan 1#.
Example: 1223654789
Payment Amount R Description of the Payment Amount.
Example: 50.00
TSP Loan 2# R Description of the TSP Loan 2#.
Example: 23458965
Payment Amount R Description of the Payment Amount.
Example: 300.00
HAVE LOAN: R Description of the HAVE LOAN:
Example: X

The HR Specialist/Staffer clicks to mark V¥ Give Employee access By selecting this box
the Selectee/Employee will have access only to this module. Once all information has been
updated by the Selectee/Employee the HR Specialist/Staffer then marks the “Locked by
Staffer” button to ensure no information is changed or lost once the Selectee/Employee has
finished updating all documents.

Once all forms have been identified for the Selectee/Employee then click the update record

button Click to Update Recard
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Appointment Menu cont (Phase 3)

]
CBristory | B b -
Address [@7 https  itowz dpeedify fegi-binfegicint . sxef CWWIKUHBAL3ZPT 2Ry OOWC @Y YLWN/NDOD1 =1l &

Civilian Virtual InProcessing

Record Updated
FAZin benu I

&7 bone

Click kain kdenu

AFPC/DPCXT Revised May 2004
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Chapter 4 - sending Forms to PARIS

/@ mainmenuEb - Microsoft Internet Explorer provided by AFPC =81 X

JF\Ie Edit view Favorites Tools Help ﬁ

J = Back - o= - @ 24 ‘ @Search (Gl Favorites @History | I%- 5 -

J Address I@ 6f-cafbba735087REWF _SYS_1 =30v00AIS0NWQLISOZEZMEME THRABHEMZ JA9IMVEEWF_FORM_NAME=mainmenuD&EWF_EUTTON_APPOINTMENT=APPOINTMENT?12,10 j @GD

-

\¢ CVIP APPOINTMENT MENU @

(PERSON INFORMATION - SUBJECT TO PRIVACY ACT OF 1974 AS AMENDED)
Appointment Tentative Pre-Appt RPA Info Email Addr Refresh  Enter New RPA Update/Send to PAR‘S“

Address Click to Update Recaord Clear Forms

SSAN: [ -
Name: F
Appointment Pick List (Click on check hox when forms are selected) ¥ Give Employee access

Compleie Locked Date
Marked Forms hy Staffer Signed Push Button for Forms

v [1 INS19 | (Employment Eligihility Verification)

(NOTE: Staffer must first pre-fill information on the SF&1 hefore the employee signs)
[ | I I | SFhT | (Appointment Affidavits)

Information

You indicated on the Pre-Appointment Menu that you have a TSP loan outstanding. Please enter the loan number in the
block provided. The TSP-19 form will he populated and forwarded to DFAS and TSP to identify the new payroll office.

TSP Loan 1# |1223554?39 Payment Amount |5U-UU

TSP Loan 2# |23453955 Payment Amount |3UU-UU

HAVE LOAN: Ix <
@] pone [ | B [E Localintranet

Once the Selectee/Employee is placed on the rolls, i.e. SF-50 has been processed and an OPF has

Specialist/Staffer, then and only then Click “24atelSend to FARIS 1, y,gate/Send to PARIS

tab will generate the transactions to PARIS and lock the forms to prevent any additional updating.
Forms/documents generated in the Electronic OPF from information sent from cVIP are “official”
documents/forms and may be used in their appropriate capacity. Forms will be seen in PARIS after
refresh. (See System Status Report) An additional day is required before viewing in Cyber Docs. If
at the time the AFPC HR Specialist/Staffer clicks the Update/Send to PARIS button, one of the forms
is not complete the application will generate an error notice. The HR Specialist must return to the
form and complete or have the Selectee/Employee complete the missing data. The information must
be updated by having the HR Specialist/Staffer or Selectee/Employee click the <Click to Update
Record> button. The HR Specialist will then attempt to Update/Send to PARIS.

Once all forms have been completed and updated the AFPC HR Specialist clicks on the
Update/Send to PARIS button, the system will display a window that states that all OPF appropriate
forms have flowed to PARIS.

To ensure no forms are lost, please verify the employee record are in PARIS prior to
clicking the “Update/Send to PAIRS” button.
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Chapter 5 - Enter New RPA/Exit

If desired the HR Specialist/Staffer may Click =tter Mew BEA ., ess another RPA. This

allows the user to start the process over again without exiting the cVIP program.

@When entering a New RPA prior to process ensure all data fields are clear of old data
from the previous RPA.

Exiting cVIP

- - . . Exid ,
Once the HR Specialist/Staffer has finished processing Click the button to exit
the cVIP application.
nternet Explorer provided by AFPC B =l e i | S B E ] ==
File: Edit i F Tools Help
4=Back - = - ) 7% | @rsearch (G Favori tes C#History | B Sh -
Address Ia =9061acc0-8461-4058-aa6f-c6FbbI73S087REWF _SYS_1=MDWWILTBAZW %d0SCHNAEISCHTOSYAKSY 1 COCYCHKRZREEWF _FORM_MNAME=mainmenul E&EWF_EILITTDN_EXIT=E><[T743,13L| 6)60 |

=

Civilian Virtual InProcessing

Click EXIT to leave the Civilian Virtual Inprocessing Application
EXIT

&1 Dore & [EE Local intranet

The above box will appear to exit the Virtual In-processing Application.

Click Exit again BT .
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Chapter 6 - Electronic Forms/Documents available through cVIP

Tentative Menu (Phase 1

FORM TITLE PARIS COMMENTS
i
OF -306 Declaration for Federal '
Employment k‘
SF-15 Application for 10-Point HR Specialist/Staffer Signature

Veterans Preference

v

Needed. Note: If employee begins
fill, cannot be blanked out due to
edits in the system.

Pre-Appt Menu (Phase 2)

FORM TITLE PARIS COMMENTS
#

AF-3598 Civilian Employee
Military
Reserve/Guard/Retiree
Category

SF-144 Statement of Prior '
Federal Service l‘

SF-181 Race and National
Origin Identification

SF-256 Self-Identification of

Handicap

State Criminal History
Record Check
(SCHRC) -
Acknowledgement

SCHRC- Release

SCHRC - Residence

SCHRC -
Supplemental
Questions

Medical Exam
Acknowledgement

Drug Testing
Acknowledgement

Obligated Position
Acknowledgement

AFPC/DPCXT Revised May 2004
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Appt Menu (Phase 3)

FORM

TITLE

PARIS

COMMENTS

Permanent Intermittent
Acknowledgement

Emergency Essential
Position
Acknowledgement

Key Position
Acknowledgement

Supervisory Probation
Acknowledgement

Term Appointment
Acknowledgement

Mobility Agreement
Career
Broadening/Intern
Acknowledgement

DO NOT USE - Does not flow to PARIS
currently

Mobility Career
Programs
Acknowledgement

DD-2760

Qualification to
Possess Firearms or
Ammunition

SF-312

Classified Information
Nondisclosure
Agreement

DO NOT USE - Does not flow to PARIS
currently

AFRC-121

Air Reserve
Technician (ART)
Program Certificate of
Understanding

\

Temporary NTE
Appointment
Acknowledgement

DD-1617

Transportation
Agreement outside
CONUS

HR Specialist/Staffer Signature
Needed.

DD-1618

Transportation
Agreement within
CONUS

HR Specialist/Staffer Signature
Needed.

INS I-9

Employment Eligibility
Verification

CPF Specialist/Staffer Signature
Needed.

SF-61

Appointment Affidavits

SSISHN

CPF Specialist/Staffer Signature
Needed.

AFPC/DPCXT Revised May 2004
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SYSTEM GENERATED FORMS - NO ACTION NEEDED BY THE HR

SPECIALIST/STAFFER
FORM# | TITLE |PARIS COMMENTS
TSP-19 Thrift Savings Plan V When employee/applicant indicated “Y” to
(TSP) Loan k‘ ‘Do you have a TSP loan” and is changing
Information agency/payroll office a process is initiated
that creates the TSP 19. The TSP 19 will
flow to Paris and automatically generate
an email to DPCMB
(AFPC.DPCMB2@randolph.af.mil)
SF-2810 Notice of Change in v When “Is this a current federal employee?”
Health Benefits M is a “Y” a process is initiated that creates
Enroliment Form the SF 2810 if the employee with health
insurance is changing agency/payroll
office. The SF 2810 and automatically
generate an email to
DPCMB(AFPC.DPCMB2@randolph.af.mil)

Electronic Forms/Documents Not Available To Be Faxed by
Employee to Verify Eligibility (Copies Only)

FORM # TITLE COMMENTS
DD214A Certificate of Release or | Member Copy 4 (For separations/retirements on
Discharge from Active or after 1 Jul 79). If currently on active duty, and
Duty within 120 days of separation, submit
documentation from your military personnel office
verifying retirement/ separation date and type of
discharge.
College Transcripts
AF 2545 NAFI Notification of
Personnel Action
AAFES Form
1200-75
Verification Letter from Examples:
Personnel Office Letter from NAF HRO proving NAF Interchange
Eligibility. Documentation of 1 year of NAFI/AAFES
service for non-appropriated fund employees applying
under NAF Portability.
SF 50 Notification of Personnel

Action

Certification statement
dated within the last year
from a State Vocational
Rehabilitation Service,
Department of Veterans
Affairs or Gallaudet
College

Permanent Change of
Station (PCS) Orders

Returning them to United States

AFPC/DPCXT Revised May 2004
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Chapter 7 - Accessing cVIP (Selectee/Employee View)

The Selectee/Employee will access the cVIP application after having been notified by the HR

Specialist/Staffer that the application is available for use either by phone or e-mail.

; Log In - Microsoft Internet Explorer provided by AFPC _ 5'1'
J File Edit “iew Favorites Tools  Help

J R | at ‘ Qsearch [ Favorkes ¢ 4History |%v =] -

Jnddrass I@ https: [ fitewz /dpcedifyfcvip_emp/ovip_log_in.asp j @Gn |J Links

Civilian Employment — Log In Bl L

Civilian Virtual In Processing

Enter your Social Security Number {(SSN):

{(No dashes or spaces)

Enter your Personal Identification Number (PIN):

Enter |

& If you are using a computer that is shared with other customers, please log off and close the browser when finished to ensure the privacy of
your account information.

Privacy Act Statement:

Authority: Executive Order 9397

Purpose Your Social Security Mumber is requested under the authority of Executive Order 9397 to

uniguely identify your recards from those of other applicants who may have the same name

Routing Uses Maone

Disclosure: Yoluntary. However, failure to provide the requested information will result in the inability to access this website.

OFFICIAL U.S. GOVERNMENT SYSTEM FOR AUTHORIZED USE ONLY

"This is a Department of Defense computer system. These computer systems, inclading all related equipment, networks, and network devices (specifically inchuding Internet access), are provided only for
anthorized 1.3, Goverrment uwse. Dol computer systemms may be monitored for all lawfill parposes, inchiding to ensure that theiruse is asthorized, for management of the system, to facilitate protection
sgainst unauthotized access, and to verify security procedives, survivability, and operational security. Monitoring inchies active attacks by anthorized Dol) entities to test or verify the sscurity of this system. | o |

|@ Done lil—g E Local intranet

The Selectee/Employee will access the cVIP application by using their SSN and Pin just as they did
when they self-nominated for employment.

Required/Optional/Conditional

Field Name R/O/C Description
Enter your Social R Description of the Enter your Social Security Number (SSN):
Security Number Example: 123456789
(SSN):
Personal Identification R Description of the User ID and PIN. (same pin as when you
Number (PIN) self-nominate for jobs)
Example: 123654
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Selectee/Employee Log on Cont

; MainLogon - Microsoft Internet Explorer provided by AFPC _ |D|ﬂ

Welcome to ...

Civilian Virtual InProcessing (CVIP)

Air Force Civilian Employee Inprocessing

INSTRUCTIONS: To hegin civilian inprocessing press the continue button.

Your Civilian Virtual Inprocessing Logon and PIN & your typed name on all forms in CVIP have the same effect as your signature and
are accepted as your electronic sighature.

Be advised that any false statement in any transaction accomplished through this application, or willful misrepresentation, is a violation of
the law punishable by a fine of not more that $10,000 or imprisonment of not more that 5 years, or hoth, according to federal Law.

Additionally, this may result in disciplinary action up to and including removal from Air Force employment. If you acknowledgze and
understand this and wish to continue using this application press CONTINUE.

CONTINUE |
EXIT |

| »

Click COMTINUE
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Selectee/Employee Accessing the RPA and forms Identified by HR Specialist/Staffer

; options - Microsoft Internet Explorer provided by AFPC _ |D|ﬂ

Civilian Virtual InProcessing

Please type in the RPA number:

{(When typing in the RPA number ensure letters are typed in uppercase. Alpha characters will
always appear on the screen as uppercase letters even if typed in lower case)

Continue I EXIT

Required/Optional/Conditional

Field Name R/O/C Description

RPA Number R Description of the RPA Number. (Type in uppercase Letter)
Example: 04APR09812345

The HR Specialist/Staffer must provide the RPA number to the Selectee/Employee for use in
accessing the application.

Caontinue

Click
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SelecteelEmponee Tentatlve Menu - (Phase 1)

B 100 015 R a2,

VCVIP TENTATIVE MENU &

(FERSOH RIFORMATION - FIBNECT TO FEIVACT ACT OF 1978 AS AMERCED)

GO EMP IMFCR --Click: this batton £ you are 2 current Federal emgloyee
Change Addrass
SOAT- '__ | Mame: r '

Click on the "Finished" tab when all the actions have been completed on this page.

Tentative Piek List  [%  Temtative CVIP Acess

Conplnts Lacked Diate

Aaateed Farms by Statfer gned Push Buttem for Form
B [ [ OF 3 | (Required) (Declaration far Federal Emplayment]
b« [ ] SF15 | (Application for 10-point Veterans Preferenee)

I— Hetired Military claiming Momsartime Campaiges er Expeditions must complete and forward to below
adiress, (Form is available on OFM site WW.OPALGOVFORMESHTMI /SF.AST)

Frams marked below must be submdtted with 5 working days tec

.I\d.ﬂrns:l
iy, Stave, Fip |

F«"““ﬂIJDhn.DDE@RandDIph.af.mil

€oamereial Fax Bumbers |
DS Fax Humber: |

The Selectee/Employee has now accessed the first phase of the cVIP process. Selectee/Employee
may update their address on this page by clicking on the “CHANGE ADDRESS” button. The
required forms will be marked with an ”X” if needed to be completed by the Employee/Selectee.

The COw B> AR button will be missing if the employee is not a current federal

employee and the HR Specialist/Staffer did not mark the “Y” to “Is this a current federal employee”
during their set up of the cVIP process. You, as a HR Specialist/Staffer, must remember to mark the
‘Current Federal Employee’ block in order to allow for additional behind the scenes processing of the
individual’'s benefits.
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Selectee/Employee Tentative Menu Cont- (Phase 1)

N e v _indar -

Fi el ndlerveet Euplorer gl o s BEFE TR 1) e I | 550 (50 P 51 ..J.l:r_lg
\,_J CVIP FEDERAL EMPLOYEE INFPOR E |

FERSOH INFORMATION «» STRIECT TO FRIVACT ACT OF 1874 45 4 REHDED)

Bdai Fenu Upsdate
sgam:T

HMapme: |

Mae you o omwent fedeval cmployee: YT |
Dia you have a TREP loan: YT

If you hawe indicated that you have o TEP loan putxtanding., pleasse enter the loas nummber in the block provided. The TSP 1%
Ferwn awill le popualated and Decwacded te DFAE and TEF to ideatily e oy pogor oll office.

TEF Loan 12 [ Pt Arcetied |

TSF Laan 28 [ Fayieent g

Required/Optional/Conditional

Field Name R/O/C Description
Do you have a TSP R Description of the Do you have a TSP loan: Y/N.
loan: Y/N Values: Y orN
TSP Loan 1# R Description of the TSP Loan 1#.
Example: 123456-0
Amount Paid per Pay R Description of the Amount Paid per Pay Period. This is the
Period dollar amount paid per pay period to repay the load.
Example: 50.00
Loan #2 R Description of the Loan #2.
Example: 23458965
Amount #2 R Description of the Amount #2.
Example: 300.00

@ NOTE: The employee is responsible for identifying if they have a TSP loan and
providing the appropriate pieces of information. If this is accomplished appropriately, a
completed TSP-19 form will be provided via E-mail to the BEST in-box for their use in
processing the document to payroll, if appropriate.

Once completed all of the required information Click wl at the top of the module.
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Selectee/Employee Tentative Menu Cont- (Phase 1)
/3 recupd - Microsoft Internet Explorer provided by AFPC B Iﬂla.él =

Civilian Virtual InProcessing

Record Updated
Main Menu |

A message appears (above) to inform the Selectee/Employee that the information has been updated.

Click kain bdenu |
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Selectee/Employee Pre-Appointment Menu — (Phase 2)
If the Selectee/Employee has been given access and is identified to the user, they can click in the

Fre-Apet  grea to continue processing any paperwork/forms outlined with an “X” by the HR
Specialist/Staffer. Otherwise, the Selectee/Employee will receive an error message that indicates
they have not been given access to this portion of the application. Selectee/Employee Pre-
Appointment Menu Cont (Phase 2)

El msinemeni_preapk - M

1= ) ) L B LRI R DX

- . . . : -
]
’Q,'f* CVIP PRE-APPOINTMENT MENU &
(FER20N INFORMATION - EFBIECT TO PRIVACY ACT OF 1974 A3 AMERCEL)
Pre-Appt .Tl'.:ﬂ.l;:ll.vl’." ”hpy; “Iu-:!ut-!lmt:"r;m-;.l.uri “
G EMP IMFOR --Chele this battan f you are a current Federal employee

Change Addrass |

SEAN: | Tautie: |

Click on the "Finished"™ tabh when all actions liave heen completed on this page,

FPreAppoinmment Fick List ['T Pre Appointient CVIF Access

Cargleds Leeckied e
Plarked Forme by Siaffer Rigned Puxh Butism far Farms =
[] [ ] AF3590 | Required) (Ciilian Employes Military ResermiGuari/Retiren Categnry)
[ [ r S | g uired) (Ftase ment of Prior Frdrral Servics)
< [ SN | fprequired) (Ruce and Matismd Origin Mendfication
< [ SFESE | (Required) (Self Hentified of Hamdicap)
SCHRC
l_ I_ ﬁ Acknowladgamant |
l_ I_ li Felessze
] I [ 1 Fesidenes |
] 1 [ Supplamental Suastionnare
Cunitans of Expleyment Speeilic 16 Selecter and Paaitien
[— Megical Exam |
l_ l_ li Cirug Tast
— — I Obliaated | =

The Selectee/Employee Clicks R ERIP IMFOR |to review/update information
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Selectee/Employee Pre-Appointment Menu - (Phase 2)

msinenens_preapt - Miorosoft Internet Enplorer provided by AFPC

\/ CVIP PRE- APPDMENT MENU E

(FERSON INFORMATION - ETBIECT TO FRIVACY ACT OF 1974 A3 AMERCEL)
Pre-Appt Teniative Appd Instuctions Finished “
G EMP IMFOR == Chelke this batton f you are a current Federal employee
Change Addrass |

SEAN:, Name:, * : -

Click on the "Finished"™ tah when all actions have heen completed on this page,

PreAppoinmnent Fick List t":_ Pre Appointient CVIF Access

Congles Leched Thade
Prlarked Forme by Siaffer Higmed Puxh Butism for Farms -

] [ ] ”359“J (Required) (Civilian Enplayer Military Resere Guand Rediren Caegnry)

[ | EF1H | Required) [ State ment of Prior Federal Sesviee)

B [ 1 SEIE] | (Required) (Race and Matisal Ovlgin Mensification)

- [ [ 576 | equived) Selt Hemtiied of Hamdicap)

SCHRC

[] [ r Ackrawladpamant |

l_ I_ li Rrolomse I

] [ ] r Flesidenc:

[ [ . Supplamerial Gugs annore

Conditsans of Expleyment Specific ts Selectee and Paailien

Medical Exam |

Dirug Tast
Ohbliaaied =l

11
11

Once all information/forms have been saved and the Selectee/Employee has been granted access by
the HR Specialist/Staffer to the Appointment Menu the Selectee/Employee is ready to continue and

Click the Aept tab. This tab will only show up if the HR Specialist/Staffer has granted access.
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Selectee/Employee Appointment Menu - (Phase 3)

/2 mainmenu_apt - Microsoft Internet Explorer provided by AFPC wlﬂl 'Cal

kj CVIP APPOINTMENT MENU @

(PERSON INFORMATION - SUBJECT TO PRIVACY ACT OF 1974 A5 AMENDEL)

[Slla] - WSEIEY

Appointment Tentative Pre-Appt Instuctions Finished —

GO EMP INFOR --Click this button 1f you are a current Federal employee
Change Address

Click on the "Finished" tab when all actions have been completed on this page.

Appointment Pick List Ix Appointment CVIP Access

Complete Locked Date
Marked Forms by Staffer Signed Push Buiton for Forms

IX_ l_ INSI3 (Employment Eligibility Verification)
l_ l_ I I | SF61 | (Appointment Affidavits)

What to bring with you to your appointment
Your inprocessing could he delayed for failure to have the following documents with you:
1. Proof of Citizenship

Passport; or

Naturalization Papers; or

Original or Certified Copy of Birth Certificate (issued hy a state, county, or municipal authority)
hearing an official seal.

The third and final phase is the Appointment module. Like the other modules an “X” will outline the
required forms needed to complete the cVIP process. Once all forms have been updated and
completed then

Click Finished
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Selectee/Employee Appointment Menu Cont- (Phase 3)

2} forgot2sign - Microsoft Internet Explorer provided by AFPC =181x|

Bl
Civilian Virtual InProcessing
You forgot to sign or date the required forms.
Continue |
|

If the user fails to complete any portion of the forms, such as signing or dating, the system
provides an error message and forces the user back into the application to complete.

Click Continue |
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Selectee/Employee Appointment Menu Cont (Phase 3) -

/2 mainmenu_apt - Microsoft Internet Explorer provided by AFPC wlﬂl 'Cal W] Iél - 18] x|
-

kj CVIP APPOINTMENT MENU @

(PERSON INFORMATION - SUBJECT TO PRIVACY ACT OF 1974 A5 AMENDEL)

Appointment Tentative Pre-Appt Instuctions Finished —

GO EMP INFOR --Click this button 1f you are a current Federal employee
Change Address

Click on the "Finished" tab when all actions have been completed on this page.

Appointment Pick List Ix Appointment CVIP Access

Complete Locked Date
Marked Forms by Staffer Signed Push Buiton for Forms

IX_ l_ INSI3 (Employment Eligibility Verification)
l_ l_ I I | SF61 | (Appointment Affidavits)

What to bring with you to your appointment
Your inprocessing could he delayed for failure to have the following documents with you:
1. Proof of Citizenship

Passport; or

Naturalization Papers; or

Original or Certified Copy of Birth Certificate (issued hy a state, county, or municipal authority)
hearing an official seal.

Click

AFPC/DPCXT Revised May 2004 43



Selectee/Employee Completion of the cVIP process-

/2 newempinfo - Microsoft Internet Explorer provided by AFPC wlﬂlalél - 18] x|

Civilian Virtual InProcessing

If you are a new or rehired employee, or a transfer from another
agency, please visit our new employee page at:

http:/f’www.afpc.randolph.af. mil/dpc/best/new _emplovees.htm

for important information about your benefits and the Benefits and Entitlements Service Team
(BEST) automated systems.

EXIT

Click EAIT .
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Selectee/Employee Completion of the cVIP process

/A MainGoodbye - Microsoft Internet Explorer provided by AFPC i eEES

Civilian Virtual InProcessing

Click EXIT to leave the Civilian Virtual Inprocessing Application.
=T

Click EAIT .
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