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1.  Actions for sign-on to ORACLE PRISM PROD

A.  Select:

*  START

*  PROGRAMS

*  Oracle (PRISM)

*  HR PrismPROD
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(Figure 1-1)

B.  Oracle Applications form will be displayed.


1)  First action form will contain Privacy Act statement and User Name / Password

2)  Type both and use ENTER (Return) key on keyboard OR select ‘Connect’ button
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(Figure 1-2)

C.  Responsibilities menu:


1)  If you are authorized multiple Responsibilities (ex: Management Level, Management Level (PME), and / or Management Level (Reserve/Guard)), the Responsibilities form will appear.  Highlight and double click on the applicable selection or highlight and select OK button.


2)  If you are only authorized one Responsibility, the appropriate Management Level Navigator form is displayed

D.  The 'Management Level' Navigator (NAV) form is displayed with processes available to you.

1)  To navigate from form to form (process to process):



a)  Highlight and double click on desired option, OR 



b)  Highlight option and select ‘Open’ button
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(Figure 1-3)


2)  The ‘Enter Board ID’ must be your first select option to input the board you wish to work with and verify your Management Level ID.  You must return to this form to change Board Ids during your session.


3)  Use ‘Submit Requests’ selection to request reports:



a)  For promotion and medical/dental boards (P&M) check Appendix B for specifics.



b)  For Professional Military Education (PME) (E) boards check Appendix C for specifics.



c)  For AFReserve / Air National Guard boards check Appendix D for specifics.


4)  Use 'Folder for Selects/Non-Selects' selection to display a listing of Selects or Non-Selects who meet specific desired conditions


5)  Use 'Report Queue' to display the World Wide Select & Non-Select Lists and daily reports ran at AFPC.


6)  Use ‘Display Domains’ to query reference code data contained within the List of Values (LOVs) used throughout the processes.


7)  Printing any Report displayed in ‘Notepad’ requires changes to Notepad ‘File’ and ‘Edit’ options.  You will be required to set the proper margins for good print.



a)  You must first go to the 'File' tool and 'Page Setup' options.



b)  Delete (blank out) all margin settings so they default, then delete the information in the 'Header' and 'Footer' fields.



c)  Go into the 'Edit' tool and set the font to '12' and ensure the word wrap feature is not activated (no check mark by Word Wrap).



d)  Now you may go into your 'File' tool and print.

E.  Control “keys”, report monitoring and miscellaneous information you should be aware of:


1)  Key ‘F7’ Enter Query:  puts a form into 'enter query' mode.  In this mode you may tab to certain query items and enter your criterion.


2)  Key ‘F8’ Execute Query:  displays the records that match criterion you entered after F7 key.


3)  Key ‘F10’ Save:  aka accept or commit.  Saves your changes on form to the database.


4)  To monitor status of a report ran from "Submit Requests":



a)  Select ‘Help’ task on MENU line and then select ‘View My Requests’



b)  Report log will be displayed to monitor Phase / Status for run.  Continue to hit the 'F8' key to refresh the display status.  If successful, the 'Status' will be 'Normal' - if an error has occurred, the 'Status' will be 'Error' and you may use the diagnostics button to determine why the report did not run successfully.  See Figure 3-5 details for further details.


c)  When ‘Phase’ indicates completed:  Click on the 'Report' button to view your report.


5)  See Appendix A for specific changes made in the MilMOD PRISM application pertaining to Board IDs, eligibility zones, etc.


6)  Message line:  a message line at the bottom left of the form will sometimes be displayed with system error messages and helpful hints when you encounter problems.


7)  Status line:  a status line will be displayed at the bottom left of the form (under the message line) showing you the number of records retrieved by your query.

2.  Enter Board ID

A.  First selection process must be ‘Enter Board ID’ to designate the board you will work with and your access level during this session. 
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(Figure 2-1)

B.  Highlight and double click this option or highlight and select ‘Open’ button

C.  Board ID window form is displayed: 
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(Figure 2-2)


1)  You may key in Board ID, OR,


2)  You may click on LOV (List of Values) button next to Board ID block and a list of applicable Board IDs will appear.  


3)  Highlight / double click on desired Board ID, OR, highlight Board ID and select ‘OK’ button (Figure 2-3). 
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(Figure 2-3)


4)  Input your Management Level ID in the Access Level Block and press F8 to execute.


5)  A comment will be displayed next to access level and reflect the board status as PRE,   IN  or  POST board phase (figure 2-4).  
D.  NEWS Screen entries:


1)  The applicable NEWS screen entries are now displayed for your information.


2)  Select an entry (place cursor in left margin on form) and click ‘Access Article’ button on form to display (Figure 2-4).
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(Figure 2-4)


3)  The News screen will be displayed in a ‘Note Pad’ for your review.


4)  Click the OK button to exit the screen and return to Board ID / Access level form
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Article 2-5

E.  When no further action is required, to exit the Board ID form select ‘Action’ task on MENU line and select ‘Close form’ to return to NAV menu, (Figure 2-1)

3.  Submit Requests 

A.  To Request a Report from your Management Level 'Submit Requests' Menu:


1)  Select 'Submit Requests' on NAV menu and click open.  The Submit Request form will appear (Figure 3-1).


2)  Here, you may select either a ‘Request’ (Figure 3-1) or a ‘Set’ (Figure 3-2) by clicking on the LOV button next to ‘Type’.  Then place cursor in Name block and click on the LOV icon in the main menu bar: 
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(Figure 3-1) 
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(Figure 3-2) 


3)  The Management Level single Request reports you can access will appear:  



*  Example displayed is for a promotion board.  Reference applicable Appendix B, C or D for specific reports available as promotion boards, PME boards or AFRes / ANG boards.
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(Figure 3-3)


4)  Double click on the desired Management Level report, OR, highlight the report and select the ‘OK’ button.


5)  The parameters for that report will appear for input.  Figure 3-4 is an example of the screen with parameter box you will see for the 'Candidates With SRIDs'.  

6)  Input the appropriate parameters by clicking on the LOV buttons (Figure 3-4).



a)  Leaving a parameter option blank will give you all available records for that field.



b)  Click OK button to set parameters and exit box
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(Figure 3-4)


7)  Change Printer ID for your printer, or set copies to '1' if you wish to print, otherwise you will only view your request online.



a)  Place cursor in PRINTER parameter of Print Options area



b)  Select LOV button on Tool Bar and select (highlight) correct printer number for your office and select OK button



c)  New printer ID will appear in Print Options area



d)  Select number of copies to be printed.  If no copies are desired, leave at ‘0’, and a report will not print, however, the report will still be available for display on screen


8)  Click on SUBMIT button to execute the report.


9)  To monitor status of report run:



a)  Select ‘Help’ task on MENU line and then select ‘View My Requests’ (Figure 3-5)
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(Figure 3-5)


b)  The Report Requests Monitor screen will be displayed (see Figure 3-6)


10)  The Report Requests screen is displayed allowing you to monitor Phase & Status of run.  The following descriptions will apply:



Phase


Status


Description


PENDING

NORMAL

your request is waiting in a queue to be run



RUNNING

NORMAL

your request is running normally



COMPLETED
NORMAL

your request completed successfully



COMPLETED
ERROR

your request failed to complete successfully.









You may use the diagnostics button to 









determine why the report failed



COMPLETED
WARNING

your request completed but with warnings 









indicated.  For example, a request is 









generated successfully but fails to print



INACTIVE

DISABLED

Program to run request is not enabled.  









Contact the system administrator



a)  Continue to hit the 'F8' key to refresh the report phase and status summary on the form.



b)  When phase indicates completed with a normal status:  click on 'Report' button to view the Report.

[image: image15.png]3 Oracle Applications [_[CIx]
Action Edt Quey Go ol opod Hep Window
HElR v 2EE FEEN e A2
BT Requests [ o]~
Request ID Phase Status Program Name Parameters
13409 Normal Release Reports - MPF Sel¢P05998, RJ
13361 Completed  Normal Master Eligibility List (PME) DP, ED00A, Management Level
[ 13360 Completed  Normal Master Eligibility List (PME), ED400A, Management Level (P
[ 13355 Completed  Normal Promotion Select List By CIADS01A, ARPC Board Secretaria
[ 13350 Completed  Normal Promotion Name Select LisADS01A, ARPC Board Secretaria
[ 13353 Completed  Normal Promotion Select Analysis 20003, 235
[ 13352 Completed  Normal Eligibility/Select Analysis ({ADS01A, ARPC Board Secretaria
[ 13347 Completed  Normal PME ISS/SSS Nominated RE0500B
[ 13306 Completed  Normal PME ISS/SSS Not Selected E05008
[ 13305 Completed  Normal PME ISS/SSS Select ReporE05008
[ 13300 Completed  Normal Final PME Gray Reports (Re20003, 154
[ 13302 Completed  Normal REGAF Selection Listing PO300A
[ 1331 Completed  Normal Officers Meeting Selection PO300A
[ 1330 Completed  Normal Officer Recommended for FPO300A B
Request Lag Report | oS
Cowt 14 v











(Figure 3-6)



c)  Report will automatically print to the specified printer when completed unless you selected '0' copies



d)  If the status column shows 'Error' or 'Warning', you should check the ‘Request Log’ or ‘Diagnostics’ (Figure 3-6) to determine the problem

B.  If you select a report and then determine you made an error or mistake, you may cancel the request prior to submitting.


1)  Select ‘Clear Form’ ICON (the eraser with paper ICON to the right of print ICON) on Main Menu tool bar


2)  A Decision box will appear and you should select ‘Discard’ button


3)  Requested report and screen data will be deleted, but you will remain on this form for other report selections.
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(Figure 3-7)


4)  If you select the ‘Cancel’ button, the Decision box will disappear but all other report data you originally requested remains on the form.


5)  DO NOT select the ‘Save’ button unless you want the report to run.  With this decision box the ‘Save’ button will be the same as selecting the ‘Submit’ button.  So be sure you want the report before selecting.

4.  Update Candidate Senior Raters

A.  PRE-board change ‘Current’ SRID and POST-board change ‘Release’ and/or ‘Projected’ SRID.

B.  Select from NAV form by highlighting the desired option and select ‘Open’ button or double click on option.  This update applies to all Board Types as referenced in Appendix A (Board Types for MilMOD) and individual Appendix for board processing unique requirements.


1)  Input SSN and select F8 to query (retrieve) candidate record


2)  Candidate data is displayed for Grade, Name and if applicable RNLTD and Projected PAS.
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(Figure 4-1)


3)  Current SRID code will be highlighted on form



a)  Start typing to overlay SRID code with new code



b)  OR  select ‘Delete’ key to delete SRID and type in new SRID code



c)  OR  select LOV from tool bar and find new SRID code and select from LOV



d)  Select F10 to update new SRID code and Senior Rater information on form will change to reflect new data.


4)  Select F7 to clear form and input new SSN for next record, OR exit form


5)  Projected Senior Rater Information is displayed, if applicable.



a)  You may NOT change Projected SRID during PRE or IN-board phases.



b)  This update may occur POST-board for required boards.  Reference Appendix B (Promotion – P, M, B boards), C (PME – E boards) or D (AFRes / ANG boards) for specifics pertaining to your board type.


6)  To exit this form, select ‘Action’ task on MENU line and select ‘Close form’ to return to NAV menu

5.  Update Mass Recommend Codes  (PRFs and NOMs)

A.  Update Mass Promotion Recommendation Form (PRF) ratings for promotion & medical / dental boards (P & M) are detailed in Section I of Appendix B.


*  This action is not applicable by Management Levels for Brigadier General promotion (‘B’) or Command Screening (‘C’) boards.

B.  Update Mass Nomination (NOM) ratings for Professional Military Education (E) boards is detailed in Appendix C.

C.  This action is not applicable by Management Levels for AFRes / ANG boards.  There is no update required.

6.  Update Individual Recommend Codes  (PRFs and NOMs)

A.  Update Individual Promotion Recommendation Form (PRF) recommendation ratings for promotion & medical / dental boards (P & M) are detailed in Section I of Appendix B.


*  This action is not applicable by Management Levels for Brigadier General promotion (‘B’) or Command Screening (‘C’) boards.

B.  Update Individual Nomination (NOM) recommendation ratings for Professional Military Education (E) boards are detailed in Appendix C.

C.  This action is not applicable by Management Levels for AFRes / ANG boards.  There is no update required.

7.  Candidate Data:

A.  Select from NAV form by highlighting option and select ‘Open’ button or double click on option.
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(Figure 7-1)

B.  The display Candidate Information forms can be requested for your Management Level candidates.


1)  Each Appendix will detail specific data fields that are displayed on the forms and during which board phase (PRE, IN or POST) the data may be requested.



a)  See Appendix B for P, M and B board types



b)  See Appendix C for PME (E) boards



c)  See Appendix D for AFR / ANG boards
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(Figure 7-2)


2)  Input SSN and select F8 to query (retrieve) candidate record:
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(Figure 7-3)


3)  The drop down box, below Recommendation data box, allows you to select which data form you want to review.  The same candidate screens from legacy are available.



a)  Click on the desired data form to view



b)  The fixed candidate data at the top of the form will not change, only the data within the body of the form



c)  You may review the one candidate entire record with one input of SSN.


4)  Select F7 to clear form and input new SSN for next record, OR


5)  To exit this form, select ‘Action’ task on MENU line and select ‘Close form’ to return to NAV menu 

8.  Folder for Selects/Non-Selects

A.  Select from NAVIGATOR form (Figure 2-1) by highlighting the desired option (either Folder for Selects or Folder for Non-Selects)


*  Select the ‘Open’ button or double click on an option

B.  The PRISM Folder form will be displayed (see Figure 8-1).


1)  Select the folder you wish to view by clicking once on 'Folder' drop down arrow to view folder options then click on desired folder.


2)  Click on 'Find' button to view a listing of selects or non-selects who meet the criteria you've chosen.


3)  You may place the cursor in the ‘Locate Individual Option’ for ‘Full Name’ or 'SSAN' field and enter a name or valid SSAN, then click on 'Find' to display data on one candidate
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(Figure 8-1)


4)  Select the ‘Reset’ button to clear query data and continue to process other requests.

C.  To query candidates who meet tailored conditions:


1)  Click in the 'Full Name' block, under ‘Locate Individual Option’, to activate the 'List of Values' (LOV) ICON in the main tool bar.  Do not select the LOV at this time.


2)  Click in 'Primary Category' block under ‘Group Selection Option’ 


3)  Click the LOV ICON in the main tool bar to display the value options.



a)  A LOV of data items are displayed you can select to filter on (see Figure 8-2).




*  Highlight the item and select ‘OK’ button or double click on item.




*  The data item name will appear in the ‘Primary Category’ top block.



b)  When you click on a specific data item, another LOV is displayed with specific codes and meanings applicable to the Data Item selected (see Figure 8-3).




*  Again, highlight the item and select ‘OK’ button or double click on item.




*  The data item code name will appear in the ‘Primary Category’ bottom block.


4)  If additional filter data items are desired, repeat steps above for each ‘Category’, 2nd thru 4th.


5)  When all desired conditions are selected, click on 'Find' to display a listing of candidates who meet the criteria you have input. 

[image: image22.png]I |
—

Descrintion

Find

[SRID_RELEASE
ISRID_PRO.
ISRID_CURR
ISRID_OWN
ICOMP CAT

K1 f

Find [ ok_| Cancel





                                [image: image23.png]Find

oK







(Figure 8-2)






(Figure 8-3)

*  NOTE 1:  Figure 8-2 is an example of the LOV you get to display specific data fields that may be queried.  Once you select one of these fields, if there are multiple values for this field, another LOV will be displayed to allow you to select the value.

*  NOTE 2:  Figure 8-3 is an example of the LOV you get to display specific codes and meanings applicable for selected data fields.

D.  To clear your list and select other conditions, click on 'RESET' button and repeat steps in "C" above.

E.  To shuffle, hide, reduce, or expand columns, click on the 'Folder Tools' ICON on the main tool bar.  


1)  The ICON contains a folder, ruler and a blue triangle and is the second ICON to the right of the ‘Red X’ ICON.


2)  See 'Folder Tool' features below (Figure 8-4):  
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(Figure 8-4)

F.  In order to export data from Folders in Oracle to Excel and have "0s" appear at the beginning of SSANs, follow these instructions:


1)  Go to Action and hit Export


2)  Click on: ‘To a text file (tab delimited)’


3)  Name file ____.TXT


4)  Open Excel file and go to Temp files


5)  Search "All Files" for ____.TXT


6)  At Text Import Wizard, Step 1 of 3, ensure "Delimited" is selected and hit "Next"


7)  At Step 2 of 3, ensure only "Tab" Delimiter is selected and hit "Next"


8)  At Step 3 of 3, highlight the "SSAN" column and "Text" is selected under Column Data Format


9)  Hit Finish


10)  Hit the "Control" and "A" keys simultaneously, then go to Format, Column, Auto Fit Selection
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(Figure 8-5) 

*  NOTE:  Currently the Oracle option to export to a Microsoft Excel file does not work.  However, if you save a file as a text file you may open it in excel.

11)  Your file will be saved to the file you specified in Excel or Word and you may open the file and modify as desired (Figure 8-6).
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(Figure 8-6) 

G.  For more detailed information on using 'Folders', go to: 


http://www.afpc.randolph.af.mil/modern/mpf_main.htm  

and Click on User Documentation and then on the User's Guide and Retrieval User's Guide.

9.  Report Queue: 
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(Figure 9-1)
A.  You will use the Report Queue to view reports ran by the OPR.  Currently, the reports that fit this category are the promotion and medical/dental boards World Wide (W/W) Select Lists and POST-board Statistical Reports.

B.  To view the reports from the 'Report Queue', highlight and double click this option or highlight and select the 'Open' button (Figure 9-1).

C.  The 'Report Queue' window will open.  The promotion World Wide Select reports and POST-board Statistical Reports are produced by the Officer Promotions Section at HQ AFPC and are available on Mail Release Date.

D.  The set of W/W Select reports may include: 


1)  PME School Candidates


2)  Promotion Selects


3)  Promotion First Time Non-Selects


4)  Promotion Second Time Non-Selects


5)  Promotion Third or More Times Non-Selects Listings
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(Figure 9-2)


6)  Due to space limitations, full report names (Program Names on form) are not displayed.  To see full names, place cursor in a Program Name box at the end of displayed name and use the Right arrow key.  The full report name will scroll to the left for your review.


7)  Open the report by clicking in the Request ID column of the report title you wish to view, then click the report button at the bottom of the screen.  This will open up your report in 'Notepad'.


8)  In order to bring the Worldwide list up in Word, you must ensure the ‘.out’ file is being stored in the ‘c:\temp’ directory.  The following instructions will enable you to do this:



a)  Go into Explorer, ‘C’ WIN NT folder, Profiles, All Users, Start Menu, Programs, then HR PRISM Production.  Right click and Select Properties, then select the ‘shortcut’ tab.



b)   Make sure the ‘start in:’ box has ‘c:\temp’ in it.  If not, change to reflect ‘c:\temp’ and Apply the change.  This will allow you to open character-based reports (Notepad) in Word and e-mail, modify, etc.  



c)  To e-mail, open the file in Word (you must remember the ‘file.out’ number from the original report)  and select File on the Main Tool Bar, then select ‘Send to’.  This process will allow you to e-mail the file or send it as an attachment. 

9)  To print an individual report you will be required to set the proper margins.



a)  You must first go to the 'File' tool and 'Page Setup' options.



b)  Delete all margin settings so they default, then delete the information in the 'Header' and 'Footer' fields.



c)  Go into the 'Edit' tool and set the font to '12' and ensure the word wrap feature is not activated (No check mark by Word Wrap).



d)  Now you may go into your 'File' tool and print.
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(Figure 9-3)


10)   In order to bring the Worldwide list up in Word, you must ensure the ‘.out’ file is being stored in the ‘c:\temp’ directory.  The following instructions will enable you to do this:  



a)  Go into Explorer, ‘C’ WIN NT folder, Profiles, All Users, Start Menu, Programs, then HR PRISM Production.  Right click and Select Properties, then select the ‘shortcut’ tab.



b)   Make sure the ‘start in:’ box has ‘c:\temp’ in it.  If not, change to reflect ‘c:\temp’ and apply the change.  This will allow you to open character-based reports (Notepad) in Word and e-mail, modify, etc.  



c)  To e-mail, open the file in Word (you must remember the ‘file.out’ number from the original report)  and select File on the Main Tool Bar, then select ‘Send to’.  This process will allow you to e-mail the file or send it as an attachment.  

E.  The set of POST-board Statistical Reports may include:


1)  Statistics by Aero Rating


2)  Statistics by Competitive Category / Opportunity


3)  Statistics by Minority / Women


4)  Statistics by Considered vs. Selected
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(Figure 9-4)


5)  Due to space limitations, full report names (Program Names on form) are not displayed.  To see full names, place cursor in a Program Name box at the end of displayed name and use the Right arrow key.  The full report name will scroll to the left for your review.


6)  Open the report by clicking in the Request ID column of the report title you wish to view, then click the report button at the bottom of the screen.  This will open up your report in 'Pageview'.


7)  These reports will be viewed on the Pageview application and may be printed, but cannot be downloaded to a Microsoft application.

10.  Display Domains:

A.  Select from NAV form by highlighting option and select ‘Open’ button or double click on option.
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(Figure 10-1)

B.  The PRISM Domains form is displayed:
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(Figure 10-2)


1)  The PRISM Domains reflect reference code data that is contained within the List of Values (LOV) and used extensively throughout the processes you will do.



a)  The majority of available domains are created from the HAF level and Base level central tables.  Some domains were developed to support data codes used only within the PRISM process.



b)  The domain lists will contain codes, meanings and / or abbreviations used on forms and reports.  Currently they are updated to match all HAF central table updates.

C.  To display a domain:


1)  Select the LOV button from main tool bar and the list of valid values for Domain will appear.  Use the right side and/or bottom scroll bars to review all entries available.


2)  Highlight the entry for review and double click or select the ‘OK’ button.
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(Figure 10-3)


3)  The domain name will be entered in the Domain column first block.  Select F8 to retrieve records within the domain.  All codes available will be listed.


4)  Use the scroll bar on the left of form, if activated, to view additional lines of codes.  You may also use your ‘Page Down’ or ‘Page Up’ keys to navigate through the codes.
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(Figure 10-4)


5)  You may query a single code for cleartext of meaning or abbreviation:



a)  With cursor in Domain column first block, type in domain name or select name from LOV. 



b)  Use the ‘Tab’ key or place cursor in Code column and type in applicable code.  Select F8 and the single record will be displayed.
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(Figure 10-5)


6)  To query a new domain, select F7 to clear form and you will be in the ‘enter query mode’.  Repeat the steps above to view other lists.

11. Senior Rater Editor

A.  Select from NAV form by highlighting option and select ‘Open’ button or double click on option.
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(Figure 11-1)

B. The PRISM Senior Rater Editor is displayed:
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(Figure 11-2)

1) The PRISM Senior Rater Editor form will contain essentially the same information displayed

in the Legacy PRISM system minus the Evaluation System codes (i.e., O, E, B).

a.  To view the senior raters assigned to your management level, simply hit the F-8 key and arrow down to display your senior raters sorted by SRID.  

b.  To view a particular senior rater, once you’ve opened the form, hit the F-7 key,

then type-in the specific SRID you want to display and hit the F-8 key. 



c.  To make changes to the senior rater file, move your cursor to the field that requires updating and make your change.  Then, hit the F-10 key to save.  To check your update, hit the F-7 key again and then the F-8 key to see the changes you have just made.   Your update is complete.



d.  The SRID, Name, & SSAN fields are self-explanatory; however, only data contained in Table 69 (Valid MPF Codes) can be updated in the MPF-ID field.  Title is normally Grade, and remarks is normally Duty Title.  Remember, senior raters can be civilians or members of other branches of service.                     ** Note:  To Exit out of form, Use Action, then Close Form

Appendix A  (MilMOD vs Legacy)

1.  ARPC PRISM MilMOD Board Types & Misc Information

‘A’
ANG Mandatory Promotion Board  (Svc_Component equal “G”)


*  use ELIG_ZONE equal ‘I’ (IPZ), ‘A’ (APZ) and ‘B’ (BPZ)  /  ‘X’ (Ineligible)

‘D’
AFRes Command Screening Board  (Svc_Component equal “R”)  (Legacy equal “G99”)


*  use ELIG_ZONE equal ‘E’ (Eligible)  /  ‘X’ (Ineligible)

‘G’
AFRes Brigadier General Qualification Board  (RBGQB)  (Svc_Component equal “R”)


*  use ELIG_ZONE equal ‘E’ (Eligible)  /  ‘X’ (Ineligible)

‘N’
ANG Federal Recognition Board  (Svc_Component equal “G”)


*  use ELIG_ZONE equal ‘E’ (Eligible)  /  ‘X’ (Ineligible)


*  OPRs for this board should be System Support, National Guard Bureau and 



AFPC Board Secretariat

‘U’
AFRes Position Vacancy Promotion Board  (Svc_Component equal “R”)


*  use ELIG_ZONE equal ‘E’ (Eligible)  /  ‘X’ (Ineligible)

‘V’
AFRes Mandatory Promotion Board  (Svc_Component equal “R”)  (Legacy equal “A”)


*  use ELIG_ZONE equal ‘I’ (IPZ), ‘A’ (APZ) and ‘B’ (BPZ)  /  ‘X’ (Ineligible)

‘H’
AFRes Selective Early Retirement Board  (SERB)  Post FOC (when required)


*  use ELIG_ZONE equal ‘E’ (Eligible)  /  ‘X’ (Ineligible)

2.  AFPC Active Duty PRISM MilMOD Board Types & Misc Info

‘B’
Brigadier General Central Promotion Board  (all Competitive Categories)


*  use ELIG_ZONE equal ‘E’ (Eligible)  /  ‘X’ (Ineligible)

‘C’
Command Screening Board 


*  use ELIG_ZONE equal ‘E’ (Eligible)  /  ‘X’ (Ineligible)

‘E’
Professional Military Education Board  (PME)  (all Competitive Categories)


*  use ELIG_ZONE equal ‘E’ (Eligible)  /  ‘X’ (Ineligible)


*  use ‘E04**A’ for ISS  /  ‘E05**A’ for SSS

‘M’
Medical Corps / Dental Corps Central Promotion Board  (COMP_CAT equal ‘D’ & ‘M’)


*  use ELIG_ZONE equal ‘I’ (IPZ), ‘A’ (APZ) and ‘B’ (BPZ)  /  ‘X’ (Ineligible)

‘P’
Central Promotion Board (COMP_CAT equal ‘A’, ‘C’, ‘J’, ‘N’, ‘S’ & ‘W’)


*  use ELIG_ZONE equal ‘I’ (IPZ), ‘A’ (APZ) and ‘B’ (BPZ)  /  ‘X’ (Ineligible)

‘L’
Reduction In Force Board  (RIF)  Post FOC  (when required)


*  use ELIG_ZONE equal ‘E’ (Eligible)  /  ‘X’ (Ineligible)

‘R’
Regular Air Force Appointment Board (RegAF)  Post FOC  (when required)


*  use ELIG_ZONE equal ‘E’ (Eligible)  /  ‘X’ (Ineligible)

‘S’
Selective Early Retirement Board  (SERB)  Post FOC  (when required)


*  use ELIG_ZONE equal ‘E’ (Eligible)  /  ‘X’ (Ineligible)

3.  SIGNIFICANT BOARD PHASE DATES


a).  PRE-board dates are from:



BUILD-BOARD-FILE-DATE




thru



BOARD-CONVENING-DATE  minus  one (1) day


b).  IN-board dates are from:



Current Date equal to or greater than (= / >) BOARD-CONVENING-DATE




thru



BOARD-ADJOURNMENT-DATE 


c)  POST-board dates are from:



BOARD-ADJOURNMENT-DATE greater than (>) zero




and



Current-Date equal to OR greater than (= / >) BOARD-ADJOURNMENT-DATE




thru



Board Purge Date

4.  Unique Legacy (HAF) Dates vs New ORACLE Dates


Legacy


MILMOD


999999’s

Use unknown date 09-09-3999  displayed as 09-SEP-3999


888888’s

Use indefinite date 08-08-3888  displayed as 08-AUG-3888


000000’s

Use Null Value  (spaces)


SPACES

Use Null Value


YY  (Year)

Use “01-01” for DDMM (this has traditionally been used 

when expanding dates in legacy)


YYMM

Use “01” for default DD


MMDD

Use “3999” to default CCYY
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Section II (Brigadier General “B” Promotion & Command Screening “C” Board Processing)


1.  Candidate Data Display










2.  Submit Requests  (Reports)








Section I (Promotion “P” & Medical/Dental “M” Board Processing)

1.  Update Mass PRFs:

A.  Select from NAV form by highlighting option and select ‘Open’ button or double click on option
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(Figure BI 1-1)

B.  Update Mass PRFs form is displayed (Figure BI 1-2)
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(FigureBI 1-2)


1)  When form is displayed:



a)  Check displayed Board ID for correct file



b)  Input applicable SRID code in box by typing directly or using LOV button next to box



c)  Input ELIG ZONE (Eligibility Zone) code directly or use LOV button next to box



d)  Input COMP CAT (Competitive Category) code directly or use LOV button next to box. 



e)  Allowable DPs number will appear in box on the left-hand side of your form when records are retrieved

2)  Select F8 to query (retrieve) records with your input criteria for SRID, Zone, and competitive category.



a)  Candidate records with queried criteria that have NOT previously been updated with PRF rating codes should be displayed.



b)  The PRF data field will be prefilled with code ‘P’ (Promote) or ‘D’ (Definitely Promote) ratings based on the "DP" allocation rate for that board.



c)  Update PRF code to:  Additional guidance for PRF codes is provided by the Officer Evaluation Boards Section at HQ AFPC (HQ AFPC/DPPPEB)




*  code ‘D’ (Definitely Promote)




*  code ‘P’ (Promote)




*  code ‘N’ (Do Not Promote This Board)




*  code ‘G’ (Aggregate)



NOTE1:  You may update an Aggregate recommend code (G), only on Non-Line officers when DP allocations were not available to your organization.




*  code ‘A’ (Carryover)



NOTE2:  You may update a Carryover recommend code (A), only on Non-Line officers when DP allocations were available to your organization.



d)  TAB to next record and PRF code box will be highlighted.  Repeat ‘c’ above until all records have been updated


3)  IMPORTANT NOTE:



a)  Always check the Status Line for Count: * and number of records queried.  The Status Line is displayed at the bottom left of the form under the message line.



b)  If the Count is MORE than 20 candidates, the left Scroll Bar is activated.  You will need to scroll down for additional candidate records to appear.  Continue to update the records using steps above in paragraph 3).



c)  Only select F10 to save (commit) the record updates when ALL candidates have been annotated.


4)  Select F10 to update records for PRF code and OWNER SRID codes.



a)  All records will be updated with OWNER SRID code equal to input CURRENT SRID code.


5)  Select F7 to clear form and input new SRID, COMP CAT code and ELIG ZONE for next list,  OR

6)  To exit this form, select ‘Action’ task on MENU line and select ‘Close form’ to return to NAV menu 

2.  Update Individual PRFs:

A.  Select from NAV form by highlighting option and select ‘Open’ button or double click on option
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(Figure BI 2-1)

B.  Update Individual Recommendation Information form is displayed:


1)  For Aggregate Management Level Processing  (Non-Line Updates)
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(Figure BI 2-2)



NOTE:  You may update an Aggregate recommend code (G), only on Non-Line officers when DP allocations were not available to your organization.

2)  For Carryover Management Level Processing  (Non-Line Updates)
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(Figure BI 2-3)



NOTE:  You may update a Carryover recommend code (A), only on Non-Line officers when DP allocations were available to your organization.

3)  Line of the Air Force Competitive Category Updates
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(Figure BI 2-4)


4)  Input SSAN and select F8 to query (retrieve) candidate record data


5)  Recommend Code box will be highlighted:



a)  Click on LOV button at Recommend Code block



b)  Highlight / select:  Additional guidance for PRF codes is provided by the Officer Evaluation Boards Section at HQ AFPC (HQ AFPC/DPPPEB)




*  code ‘D’ (Definitely Promote)




*  code ‘P’ (Promote)




*  code ‘N’ (Do Not Promote This Board)




*  code ‘G’ (Aggregate)



NOTE1:  You may update an Aggregate recommend code (G), only on Non-Line officers when DP allocations were not available to your organization.




*  code ‘A’ (Carryover)



NOTE2:  You may update a Carryover recommend code (A), only on Non-Line officers when DP allocations were available to your organization.


6)  Current SRID code on record will appear in OWNER SRID code box



a)  You may change actual OWNER SRID code at this time OR leave as displayed for update



b)  Remember when changing OWNER SRID codes you may only update to another SRID code within your Management Level


7)  Select F10 to update record for PRF code and OWNER SRID code


8)  Select F7 to clear form and input new SSN for next record, OR

9)  To exit this form, select ‘Action’ task on MENU line and select ‘Close form’ to return to NAV menu 
3.  Candidate Data:

A.  Select from NAV form by highlighting option and select ‘Open’ button or double click on option.

B.  The Candidate Information forms can be requested for your Management Level candidates.
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(Figure BI 3-1)

C.  Input SSN and select F8 to query (retrieve) candidate record


1)  You may only display data on the candidate screens, never update.


2)  Only eligible candidates with eligible zones equal ‘A’ (APZ), ‘B’ (BPZ) , or ‘I’ (IPZ) may be displayed


3)  The drop down box, below Recommendation data box, allows you to select which data form you want to review.  The same candidate screens from legacy are available.



a)  Click on the desired data form to view



b)  The fixed candidate data at the top of the form will not change, only the data within the body of the form



c)  You may review the one candidate’s entire record with one input of SSN


4)  To query the next record, select F7 to clear form and you will be in the ‘enter query mode’.  Input new SSN and select F8 to retrieve that candidate record.

D.  The following form displays and information details specific edits applied for your review of the candidate data for P and M boards:

1)  Eligibility Data Display:
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(Figure BI 3-2)



a)  PRE and IN board phases:




*  Data item BRIEF FLAG and BOARD SEQUENCE is not applicable for this user at any time.  Data will be masked (reflect asterisk *) at all times during all phases of a board.




*  Data field SEL STATUS will be masked (reflect asterisk *) during PRE and IN board phases.




*  Data field ENFORCED DOS and ENFORCED DOS REASON will be masked (reflect asterisk*) during PRE and IN board phases.




*  All other data fields will be displayed during PRE and IN board phases.



b)  POST board phase:




*  Data field SEL STATUS will be displayed POST board on MAIL RESULT RELEASE DATE.  Codes that apply for promotion include:





-  ‘S’ for Select





-  ‘N’ for Non-select




*  Data field ENFORCED DOS and ENFORCED DOS REASON will be displayed POST Board on MAIL-RESULT RELEASE DATE.



*  All other data fields will continue to be displayed POST board on Board-ADJOURNMENT-DATE

2)  Service / Grade Data Display:
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(FigureBI 3-3)



a)  PRE and IN board phase:




*  Data item LETTER STATUS is not applicable for this user at any time.  Data will be masked (reflect asterisk *) at all times during all phases of a board.




*  The following data fields will be masked (reflect asterisk *) during PRE and IN board phases





-  Projected Grade Type (if equal ‘P’)





-  Projected Grade  (Pay Plan and Pay Level)





-  Projected Date of Rank (DOR)





-  Projected Effective Date (EFF_DATE)





-  Projected Promotion Line Number (LINE_NR)




*  All other data fields will be displayed during PRE and IN board phases.



b)  POST board phase:




*  The following data fields will be displayed POST board on MAIL RESULT RELEASE DATE.




-  Projected Grade Type (code ‘P’ will indicate projected)





-  Projected Grade  (Pay Plan and Pay Level)





-  Projected Date of Rank (DOR)





-  Projected Effective Date (EFF_DATE)





-  Projected Promotion Line Number (LINE_NR)




*  All other data fields will continue to be displayed POST board on Board ADJOURNMENT-DATE

3)  Regular Air Force Data Display:
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(Figure BI 3-4)



a)  PRE and IN board Phase




*  Data field REGAF NOM STAT will be masked (reflect asterisk *) during PRE and IN board phases.




*   All other data fields will be displayed during PRE and IN phases.



b)  POST-board




*  Data field REGAF NOM STAT  will be displayed POST board on MAIL RESULT RELEASE DATE.




*  All other data fields will continue to be displayed POST board on BOARD-ADJOURNMENT DATE.


4)  Quality Data Display:
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(FigureBI 3-5)



a)  All data fields on screen will be displayed at all times.

5)  Assignment Data Display:
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(FigureBI 3-6)



a)  All data fields on screen will be displayed at all times.

6)  Joint Duty / Language Data Display:
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(FigureBI 3-7)



a)  Data field GO_QUALIFIED is not applicable for this user at any time.  Data will be masked (reflect asterisk *) at all times.



b)  All other data fields on screen will be displayed at all times.

7)  Duty / AFSC Data Display:
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(FigureBI 3-8)



a)  All data fields on screen will be displayed at all times.

8)  Decoration / OPR Data Display:
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(FigureBI 3-9)



a)  All data fields on screen will be displayed at all times.

9)  PME / Education Data Display:
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(FigureBI 3-10)



a)  PRE and IN board phases:




*  Data item SCH-SEL-STAT is not applicable for this user at any time.  Data will be masked (reflect asterisk *) at all times during all phases of a board.




*  Data field PME-CANDIDATE-STAT must be masked (reflect asterisk *) during PRE and IN board phases.




*  All other data fields will be displayed at all times.



b)  POST board phase:




*  Data field PME-CANDIDATE-STAT will be displayed POST BOARD on MAIL RESULT RELEASE DATE.  Codes that apply are:





-  ‘S’ for Selected as PME Candidate





-  ‘N’ for Non-selected
10)  Rated Data Display:
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(FigureBI 3-11)



a)  All data fields will be displayed at all times.

11)  Personal Data Display:
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(FigureBI 3-12)



a)  Data items MINORITY GROUP and FREEZE FLAG are not applicable for this user at any time.  Data will be masked (reflect asterisk *) at all times during all phases of a board.



b)  All other data fields on screen will be displayed at all times.

4.  Submit Requests  (Reports)

A.  The current report Request list is displayed for your information.  No reports for SET (multiple reports with one request) are available at this time.

B.  When selected, report parameter boxes are displayed as required for your tailored request.  


1)  For all parameter requirements for “Access Level” or “SRID”, use LOV or type in, at a minimum, the Management Level you are signed on as.  This will ensure correct output.
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(Figure BI 4-1)


2)  New reports will be added as developed and advertised in the OPR NEWs articles.

5.  Update Candidate Release and/or Projected SRID  (POST-board phase)

A.  Select from NAV form by highlighting option and select ‘Open’ button or double click on option
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(Figure BI 5-1)

B.  Change Candidate SRID / Projected SRID form is displayed (Figure BI 5-2)


1)  This form will be used to update / change Release SRID and/or Projected SRID to insure candidate is notified by correct Senior Rater of select or non-select status.  These SRIDs will be reflected on numerous reports and will be used instead of current SRID for most POST-board actions.


2)  Update / access capability will be advertised in the OPR NEWs articles when applicable.
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(Figure BI 5-2)


3)  Input SSN and select F8 to query (retrieve) candidate record


4)  Candidate data is displayed for Grade, Name and if applicable RNLTD and Projected PAS.


5)  Release SRID code will be highlighted on form



a)  Start typing to overlay SRID code with new code



b)  OR  select ‘Delete’ key to delete SRID and type in new SRID code



c)  OR  select LOV from tool bar and find new SRID code and select from LOV



d)  You may only change SRID code to another SRID within your Management Level.



e)  Select F10 to update new Release SRID code and Senior Rater information on form will change to reflect new data.


6)  Select F7 to clear form and input new SSN for next record, OR exit form


7)  Projected Senior Rater Information is displayed if applicable.



a)  You may change Projected SRID code (if one is on file for your Management Level) during the POST-board phase.



b)  Place cursor in Projected SRID box and double click to highlight code




*  Start typing to overlay SRID code with new code




*  OR  select ‘Delete’ key to delete SRID and type in new SRID code




*  OR  select LOV from tool bar and find new SRID code and select from LOV




*  You may only change SRID code to another SRID within your Management Level.



c)  Select F10 to update new Projected SRID code and Senior Rater information on form will change to reflect new data.



d)  Select F7 to clear form and input new SSN for next record, OR exit form


8)  To exit this form, select ‘Action’ task on MENU line and select ‘Close form’ to return to NAV menu

Section II Brigadier General “B” Promotion & Command Screening “C” Board Processing

*  Currently there are no POST-board actions for these board types within PRISM.  You will access these boards during the PRE-board phase for actions you do today in the legacy system:


**  Update Current Senior Rater codes


**  Request the flow of Promotion Recommendation Forms to Senior Raters through the MPFs


**  Display candidate data


**  Request reports to monitor your candidates  (Submit Requests)

*  You will be notified through the NEWs articles as additional actions are requested by the OPR.

1.  Candidate Data Display

A.  Select from NAV form by highlighting option and select ‘Open’ button or double click on options.
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(Figure BII 1-1)

B.  The Candidate Information forms can be requested for your Management Level candidates.

[image: image60.png]75 Oracle Applications [_[CIx]
Action Edit Quey Go Folder Special Help Window

HalElv] 2= SFEN l8l] f4]2 2|
Board Id [ B0701A As of Central Time Board Seq | =)
Name [ Component DoRCur [
= Comp Cat #Pass EAD
Recommendation [~ Brief [~ vigpizone Elig Zone 00S

PME / Ed
Rated
AF Sve Crtl Mark

Elig Status Date
Enforced DOS -

Enforced DOS Rsn l_

Owner SRID  Proj SRID / ,M_Pr

Current SRID Information

SRID Rem
SN MPF

Narme.
Tile

B
Duty / AFSC
Decorations/ OPRs

Enter  queny; press F8 1o evecute, Ctvg (0 cancel.
Count "0 ENTER QUERY











(Figure BII 1-2)

C.  Input SSN and select F8 to query (retrieve) candidate record


1)  You may only display data on the candidate screens, never update.


2)  Only eligible candidates with eligible zones equal ‘E’ (Eligible) may be displayed.


3)  The drop down box, below Recommendation data box, allows you to select which data form you want to review.  The same candidate screens from legacy are available.



a)  Click on the desired data form to view



b)  The fixed candidate data at the top of the form will not change, only the data within the body of the form



c)  You may review the one candidate’s entire record with one input of SSN


4)  To query the next record, select F7 to clear form and you will be in the ‘enter query mode’.  Input new SSN and select F8 to retrieve that candidate record.

D.  The following form displays and information details specific edits applied for your review of the candidate data.


1)  Eligibility Data Display:
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(Figure BII 1-3)



a)  The following items in the fixed area will be masked (reflect asterisk*) during all board phases




*  BRIEF




*  NR PASS




*  BOARD SEQ




*  RECOMMENDATION



b)  All other data items in the fixed area will be displayed all board phases. 



c)  The following data fields will be masked (reflect asterisk*) during PRE and IN board phases:




*  SEL STAT




*  PREV BRD BPZ




*  ENFORCED DOS



*  ENFORCED DOS RSN




*  SRID NOTICE SENT




*  ELIG STAT DATE



d)  All other data fields will be displayed during PRE and IN board phases.


2)  Service / Grade Data Display:
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(Figure BII 1-4)



a)  Data item Letter Status is not applicable for this user at any time.  Data will be masked (reflect asterisk *) at all times during all phases of a board.



b)  The following data fields must be masked (reflect asterisk *) during PRE and IN board phases




*  Projected Grade  (Pay Plan and Pay Level)




*  Projected Date of Rank (DOR)




*  Projected Effective Date (EFF_DATE)




*  Projected Promotion Line Number (LINE_NR)



c)  All other data fields will be displayed during PRE and IN board phases.


3)  Regular Air Force (REGAF) Data Display:
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(Figure BII 1-5)



a)  Data field REGAF NOM STAT is not applicable for this user and will be masked (reflect asterisk *) during PRE and IN board phases.



b)   All other data fields will be displayed during PRE and IN phases.


4)  Quality Data Display:
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(Figure BII 1-6)



a)  All data fields on screen will be displayed during PRE and IN board phases.


5)  Assignment Data Display:
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(Figure BII 1-7)



a)  All data fields on screen will be displayed during PRE and IN board phases.


6)  Joint / Language Data Display:
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(Figure BII 1-8)



a)  Data fields GO_QUALIFIED and JDA Set (to include TOUR CREDIT, JDAMIS POSN #, TOUR START DATE, TOUR END DATE) are not applicable for this user at any time.  Data will be masked (reflect asterisk *) during PRE and IN board phases.



b)  All other data fields on screen will be displayed during PRE and IN board phases.


7)  Duty / AFSC Data Display:

[image: image67.png]Oracle Applications [_[CIx]
Action Edit Quey Go Folder Special Help Window

HalElv] 2= SFEN l8l] f4]2 2|
5 Maintain Candidate Information (1) M=l
Board ld | BO701A. As of Central Time, Board Seq - =|
Name Component DoRCur [
= I Comp Cat #Pass [ %) —
Recommendation [~ Brief Vrgp/Zone Elig Zone | DOS
=)
— AFSC Set -
Core Flag [
S AFSC Record Type  Prefix AFSC
Acq Corp Id =
FunctAent [ [F E E —
sEN[ -
SE12
DAS

Duty Effective Date
DAFSC

Crnd Level

Duty Loc,

Org Struct ID
Posn Nr

-

FRM-41047. Cannot navigale out of curent block in erter-query mod.
Count "0 ENTER QUERY











(Figure BII 1-9)



a)  All data fields on screen will be displayed during PRE and IN board phases.


8)  Decorations / OPRs Data Display:
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(Figure BII 1-10)



a)  All data fields on screen will be displayed during PRE and IN board phases.


9)  PME / Education Data Display:

[image: image69.png]75 Oracle Applications [_[CIx]
Action Edit Quey Go Folder Special Help Window

HalElv] 2= SFEN l8l] f4]2 2|
Board Id [ B0701A As of Central Time Board Seq | =)
Name [ Component DoRCur [
= I Comp Cat #Pass EAD
Recommendation [~ Brief [~ vigpizone Elig Zone D0S

S PME Set
Sch Sel Stat [ -

PME Candidate Stat | Order Course Method Completed
Med Prof Sch Grad Date | =
AFIT ADSC g
Med Board Cert Pay | |
Med Board Cert Stop Date 4

Education Set

Prograrm
Order  Level Program  Institution Date Completed

-

FRM-41047. Cannot navigale out of curent block in erter-query mod.
Count "0 ENTER QUERY











(Figure BII 1-11)



a)  Data items SCH-SEL-STAT and PME-CANDIDATE-STAT are not applicable for this user at any time.  Data will be masked (reflect asterisk *) at all times during PRE and IN board phases.



b)  All other data fields will be displayed during PRE and IN board phases.


10)  Rated Data Display:
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(Figure BII 1-12)



a)  All data fields on screen will be displayed during PRE and IN board phases.


11)  Personal Data Display:
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(Figure BII 1-13)



a)  Data items MINORITY GROUP and FREEZE FLAG are not applicable for this user at any time.  Data will be masked (reflect asterisk *) at all times during PRE and IN board phases.



b)  For Command Screening Boards (‘C’):  the following data field is a new requirement and should be displayable during PRE and IN board phases:  ELIGIBLE CATEGORY NBRS.  This data field may contain up to 4 occurrences.



c)  All other data fields on screen will be displayed during PRE and IN board phases.

2.  Submit Requests  (Reports)

A.  The current report Request list is displayed for your information.  No reports for SET (multiple reports) are available at this time.

B.  When selected, report parameter boxes are displayed as required for your tailored request.  


1)  For all parameter requirements for “Access Level” or “SRID”, use LOV or type in, at a minimum, the Management Level you are signed on as.  This will ensure correct output.
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(Figure BII 2-1)


2)  New reports will be added as developed and advertised in the OPR NEWs articles.

Appendix C  (Professional Military Education - PME Board Processing)

Table of Contents

1.  Update Mass NOMs (Nomination Ratings)






2.  Update Individual NOMs (Nomination Ratings)






3.  Candidate Data










4.  Submit Requests  (Reports)








**  Professional Military Education (PME) Board Navigator:
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1.  Update Mass Nominations (NOMs):

A.  Select from NAV form by highlighting option and select ‘Open’ button or double click on option.
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(Figure C1-1)

B.  Update Mass NOM Recommendations form is displayed:
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(Figure C1-2)

1)  When form is displayed:



a)  Check displayed Board ID for correct file



b)  Input applicable SRID code in box by typing directly or using LOV button next to box to select appropriate SRID



c)  Input COMP CAT (Competitive Category) code directly or use LOV button next to box




*  For Line officers competitive category use code “A”




*  For Health Professions officers competitive category use code “H”




*  For Chaplain Corps officers competitive category use code “C”


2)  Select F8 to query (retrieve) records with your input criteria



a)  Candidate records with queried current SRID and competitive category, that have NOT previously been updated with nomination code, should be displayed.



b)  The NOM data field will be pre-filled with code  “N” (Not Nominated) as designated by PME Selection OPR.


3)  Update NOM code and School Preference codes:



a)  If NOM code input equals “D” (Nominated to meet Selection Board), a School Preference code must be entered.  Use the LOV on Main tool bar to review applicable preference codes.  If you are signed on to the ISS board the LOV will only reflect ISS schools or SSS schools if signed on to the SSS board.




*  For Line (A) candidates up to 3 different preference codes may be entered for Intermediate Service School (ISS) or Senior Service School (SSS). 




*  For Chaplain (C) candidates only one preference code may be entered for ISS or SSS.




*  For Health Professions (H) candidates one preference code may be entered for ISS and up to two different codes for SSS.



b)  If NOM code equals “N” (Not Nominated) then school preference must be space.



c)  TAB to next record and NOM code box will be highlighted.  Repeat steps above until all records have been updated.


4)  IMPORTANT NOTE:



a)  Always check the Status Line for Count: * and number of records queried.  The Status Line is displayed at the bottom left of the form under the message line.



b)  If the Count is MORE than 20 candidates, the left Scroll Bar is activated.  You will need to scroll down for additional candidate records to appear.  Continue to update the records using steps above in paragraph 4).



c)  Only select F10 to save (commit) the record updates when ALL candidates have been annotated.


5)  Select F10 to update records for NOM code, OWNER SRID codes and School Preference codes


6)  Select F7 to clear form and input new SRID, and COMP CAT for next list, OR

7)  To exit this form, select ‘Action’ task on menu line and select ‘Close Form’ to return to NAV menu 

2.  Update Individual Nominations (NOMs):

A.  Select from NAV from by highlighting option and select ‘Open’ button or double click on option
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(Figure C2-1)

B.  Update Individual Recommendation Information form is displayed (Figure C2-2)
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(Figure C2-2)


1)  Input SSAN and select F8 to query (retrieve) candidate record data


2)  Recommend Code box will be highlighted:



a)  Click on LOV button at Recommend Code block



b)  Highlight / Select:




*  (D)  Nominated to meet Selection Board




*  (N)  Not Nominated


3)  Current SRID code on record will appear in OWNER SRID code box



a)  You may change actual OWNER SRID code at this time OR leave as displayed for update



b)  Remember when changing OWNER SRID codes you may only update to another SRID code within your Management Level


4)  Update School Preference codes:



a)  If NOM code input equals “D” (Nominated to meet Selection Board), a School Preference code must be entered.  Use the LOV on Main tool bar to review applicable preference codes.  If you are signed on to the ISS board the LOV will only reflect ISS schools or SSS schools if signed on to the SSS board.




*  For Line (A) candidates up to 3 different preference codes may be entered for Intermediate Service School (ISS) or Senior Service School (SSS). 




*  For Chaplain (C) candidates only 1 preference code may be entered for ISS or SSS.




*  For Health Professions (H) candidates 1 preference code may be entered for ISS and up to 2 different codes for SSS.



b)  If NOM code equals “N” (Not Nominated) then school preference must be space.


5)  Select F10 to update record for NOM code, OWNER SRID code and School Preference codes if applicable.


6)  Select F7 to clear form and input new SSN for next record, OR


7)  To exit this form, select ‘Action’ task on menu line and select ‘Close form’ to return to NAV menu

3.  Candidate Data Display

A.  Select from NAV form by highlighting option and select ‘Open’ button or double click on option.

B.  The Candidate Information forms can be requested for your Management Level candidates.
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(Figure C3-1)

C.  Input SSN and select F8 to query (retrieve) candidate record


1)  You may only display data on the candidate screens, never update.


2)  Only eligible candidates with eligible zones equal ‘E’ (Eligible) may be displayed


3)  The drop down box, below Recommendation data box, allows you to select which data form you want to review.  The same candidate screens from legacy are available.



a)  Click on the desired data form to view



b)  The fixed candidate data at the top of the form will not change, only the data within the body of the form



c)  You may review the one candidate’s entire record with one input of SSN


4)  To query the next record, select F7 to clear form and you will be in the ‘enter query mode’.  Input new SSN and select F8 to retrieve that candidate record.

D.  The following form displays and information details specific edits applied for your review of the candidate data for PME boards:

1) Eligibility Data Display:

[image: image79.png]583 Oracle Applications.
Action Edt Quey Go

+Halklv] 2=

Special Help Window

] s FE lel] fd=4

|

[_[CIx]

38 Maintain Candidate Information (1)

Board Id As of

Narme.

SN
Recommendation

Brief [~

SRID Notice Sent
Sel Stat

Prev Board BPZ
Funct Cat
Exclusion Id

ADN Off Armn

Res AD Rsn
Source Comm

AF Svc Crtl Mark
Elig Status Date
Enforced DOS
Enforced DOS Rsn
Owner SRID  ProjSRID / MPF

- . .

Current SRID Information

SRID Rem
SSN MPF

Narme.
Tile

kil

2
Central Time
Component
Comp Cat #Pass
Yrgp/Zone Elig Zone |

Board Seq

DOR Curr
EAD
DOS

Enter s queny; press F8 [0 evecute, Cllrg (0 cancel
Count "0 ENTER QUERY

| 5











(Figure C3-2)



a)  PRE and IN board phases:




*  Data items NR PASS, BRIEF FLAG and BOARD SEQUENCE are not applicable for this user at any time.  Data will be masked (reflect asterisk *) at all times during all phases of a board.




*  Data field SRID NOTICE SENT DATE and PREV BOARD BPZ do not apply for PME boards and must be masked (reflect asterisk *) at all times during all phases of a board.




*  Data field SEL STATUS must be masked (reflect asterisk*) during PRE and IN board phases.




*  All other data fields will be displayed at all times.



b)  POST board phase:




*  Data field SEL STATUS will be displayed POST board on MAIL RESULT RELEASE DATE.  Codes that apply for PME include:





-  ‘P’ for Selected as Primary PME Candidate





-  ‘A’ for designated as an Alternate PME Candidate





-  ‘N’ for Non-select

2)  Service / Grade Data Display:
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(Figure C3-3)



a)  Data item LETTER STATUS is not applicable for this user at any time.  Data will be masked (reflect asterisk*) at all time during all phases of a board.



b)  All other data fields on screen will be displayed at all times.

3)  Regular Air Force Data Display:
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(Figure C3-4)



a)  Data field REGAF NOM STAT does not apply to PME boards and must be masked (reflect asterisk *) during all phases of a board.



b)   All other data fields will be displayed at all times.

4)  Quality Data Display:
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(Figure C3-5)



a)  All data fields on screen will be displayed at all times.

5)  Assignment Data Display:
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(Figure C3-6)



a)  All data fields on screen will be displayed at all times.

6)  Joint Duty / Language Data Display:
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(Figure C3-7)



a)  Data field GO_QUALIFIED is not applicable for PME boards or for this user at any time.  Data will be masked (reflect asterisk *) at all times.



b)  All other data fields on screen will be displayed at all times.

7)  Duty / AFSC Data Display:
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(Figure C3-8)



a)  All data fields on screen will be displayed at all times.

8)  Decoration / OPR Data Display:
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(Figure C3-9)



a)  All data fields on screen will be displayed at all times.

9)  PME / Education Data Display:
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(Figure C3-10)



a)  PRE and IN board phases:




*  Data field SCH-SEL-STAT must be masked (reflect asterisk *) during PRE and IN board phases.




*  PME Candidate Status code will reflect a code ‘Y’ for YES or ‘space’ for NO, this record is/is not a PME Candidate from a previous promotion board




*  All other data fields will be displayed at all times.



b)  POST board phase:




*  Data field SCH_SEL_STAT will be displayed POST BOARD on MAIL RESULT RELEASE DATE.  Codes that apply for PME boards will be two character codes for the school the candidate has been designated to attend.

10)  Rated Data Display:
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(Figure C3-11)



a)  All data fields will be displayed at all times.

11)  Personal Data Display:
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(Figure C3-12)



a)  Data items MINORITY GROUP and FREEZE FLAG are not applicable for this user at any time.  Data will be masked (reflect asterisk *) at all times during all phases of a board.



b)  All other data fields on screen will be displayed at all times.

4.  Submit Requests  (Reports)

A.  The current report Request list is displayed for your information.  No reports for SET (multiple reports) are available at this time.

B.  When selected, report parameter boxes are displayed as required for your tailored request.  


1)  For all parameter requirements for “Access Level” or “SRID”, use LOV or type in, at a minimum, the Management Level you are signed on as.  This will ensure correct output.
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(Figure C4-1)


2)  New reports will be added as developed and advertised in the OPR NEWs articles.

C.  Specific requirements and details for report request ‘PME Board Eligibles Display’:
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(Figure C4-2)


1)  Parameters required for report:



a)  Access Level  (LOV click will load signed on Management Level ID 



b)  BRD ID (prefilled with sign-on Board ID)



c)  Resp Name (prefilled with sign-on Responsibility)


2)  One additional parameter is required and you must select Year Group (YR_GP ZONE), Candidate Status and / or NOM (Nomination) status:



a)  SRID  (LOV available)



b.  YR_GP Zone  (LOV available)



c)  Candidate Status  (LOV available)




-  Select ‘NO’ for list of candidates that ARE NOT PME candidates selected from a Promotion board




-  Select ‘YES’ for list of candidates that ARE PME candidates selected from a Promotion board



d)  NOM  (Nominated by Senior Rater to meet the PME selection board)

Appendix D  (AF Reserve / Air National Guard Board Processing)

Table of Contents

Section I - Mandatory and Unit Vacancy Promotion, Command Screening and RBGQB Boards:

1.  Candidate Data Display









2.  Submit Requests  (Reports)








Section II – Air National Guard (ANG) Federal Recognition Boards:

*  Requirements for the ANG Federal Recognition Boards (board type ‘N’) have not been determined at this time.  This board will reflect central board processing for the ANG promotion to the grade of Colonel only.  There will only be PRE-board processes as POST-board releases are not accomplished through PRISM.

*  The OPR will keep you informed of access requirements.

*  Management Level (Reserve / Guard) Navigator:
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1.  Candidate Data Display:

A.  Select from NAV form by highlighting option and select ‘Open’ button or double click on option.

B.  The Candidate Information forms can be requested for your Management Level candidates.


1)  The forms as developed support all AFReserve / Air National Guard board types convened at Hq Air Reserve Personnel Center (ARPC).


2)  Reference Section II of this Appendix for Candidate Data Forms supporting the Air National Guard Federal Recognition Boards (Board Type ‘N06’) which convene at Hq Air Force Personnel Center (AFPC).
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(Figure DI 1-1)

C.  Input SSN and select F8 to query (retrieve) candidate record


1)  You may only display data on the candidate screens, never update.


2)  Only eligible candidates may be displayed:



a)  Eligible zones equal ‘A’ (APZ) or ‘I’ (IPZ) for mandatory promotion boards ‘A’ & ‘V’



b)  Eligible zones equal ‘E’ (Eligible) for all others (‘D’, ‘G’ or ‘U’)


3)  The drop down box, below Recommendation data box, allows you to select which data form you want to review.  The same candidate screens from legacy are available.



a)  Click on the desired data form to view



b)  The fixed candidate data at the top of the form will not change, only the data within the body of the form



c)  You may review the one candidate’s entire record with one input of SSN


4)  To query the next record, select F7 to clear form and you will be in the ‘enter query mode’.  Input new SSN and select F8 to retrieve that candidate record.

D.  The following form displays and information details specific edits applied for your review of the candidate data for all boards:

1)  Eligibility Data Display:
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(Figure DI 1-2)



a) All board phases:




*  The following data items are not applicable for this user at any time.  Data will be masked (reflect asterisk*) at all times during all phases of a board:





-  Board Sequence





-  Brief Flag





-  Freeze Flag





-  RBGQB Elig



b)  PRE and IN board phases:




*  Data field SEL PERM POST (Select Status) will be masked (reflect asterisk*) during PRE and IN board phase.




*  All other data fields will be displayed during PRE and IN board phase.



c)  POST board phase:




*  Data field SEL PERM POST (Select Status) will be displayed POST board on MAIL RESULT RELEASE DATE.  Codes that apply for all boards are:





-  ‘S’ for Select





-  ‘N’ for Non-select




*  All other data fields will continue to be displayed POST board on Board ADJOURNMENT-DATE

2)  Service / Grade Data Display:

[image: image95.png]racle Applicati

A SRS sleln] ElA

2

]

B Candidate Information (Reserve/Guard)

Board Id AS OF CENTRAL TIME
Name Sve Component [ #Pass [ Seqhr [ -
SSAN Comp Cat [ EligZone [ s [
Service/Grade - Brief | - Freeze Flag | = ARFIG [
Grade Set
Source of Comm [
Sve Component | Grade Pay
s [ Type Grade DOR Eff Date
Mand DOS = '
Rsnfwar [ 1n mn
Proj. Mand DOS il N
TFCSD im mm
TYSD =1 N
Pay Date

AgriAd TAFMSD
Proj. Ret/Sep Ef Date
Proj. Ret/Sep SDN
Proj Seq #

Control DT

kil

FRM-4T047. Cannot nisvigale outof curtet block i erfer gy mode.
Count "0 ENTER QUERY

| 5.











(Figure DI 1-3)



a)  PRE and IN board phase:




*  The following data fields must be masked (reflect asterisk *) during PRE and IN board phases





-  Projected Grade Type (if equal ‘P’)





-  Projected Grade  (Pay Plan and Pay Level)





-  Projected Date of Rank (DOR)





-  Projected Effective Date (EFF_DATE)





-  Projected Promotion Line Number (Sequence Number)





-  Control Date




*  All other data fields will be displayed during PRE and IN board phases.



b)  POST board phase:




*  The following data fields will be displayed POST board on MAIL RESULT RELEASE DATE.




-  Projected Grade Type (code ‘P’ will indicate projected)





-  Projected Grade  (Pay Plan and Pay Level)





-  Projected Date of Rank (DOR)





-  Projected Effective Date (EFF_DATE)





-  Projected Promotion Line Number (Sequence Number





-  Control Date)




*  All other data fields will continue to be displayed POST board on Board ADJOURNMENT-DATE

3)  Quality Force / Points Data Display:
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(Figure DI 1-4)



a)  All data fields on screen will be displayed at all times.

4)  OPRs / Eval Data Display:

[image: image97.png]acle Applications. [_[CIx]

: |42 =
[5 Hoimin Contte omaton foserrioo) ————— @

Board 1d | V05010 AS OF CENTRAL TIME
Name Sve Component #Pass Seq .
1 Cormp Cat E Elig Zone E psp [
Brief | Freeze Flag | - ARFld [

OPR HAF Dir Flag

Eval Rating .
et

Eval Ord
e Close Date

T

Eval Group Size

TTTTTTTTT]
TTTTTTTTT

TTTTTTTTT

< |
FRN-4T047. Cannot nvigale out of curtet block i erter gy mode.
Count "0 ENTER QUERY











(Figure DI 1-5)



a)  All data fields on screen will be displayed at all times.

5)  SRID / Assignment Data Display:
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(Figure DI 1-6)



a)  All data fields on screen will be displayed at all times.

6)  Duty / AFSC / Rated Data Display:
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(Figure DI 1-7)



a)  Data item ACCLAMATION ELIG CODE is not applicable for this user at any time, for any board type.  Data will be masked (reflect asterisk*) at all times during all phases of a board.



b)  All other data fields will be displayed at all times.

7)  PME / Education Data Display:
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(Figure DI 1-8)



a)  All data fields on screen will be displayed at all times.

8)  Personal Data Display:
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(Figure DI 1-9)



a)  Data item MINORITY GROUP is not applicable for this user at any time, for any board type.  Data will be masked (reflect asterisk *) at all times during all phases of a board.



b)  All data fields on screen will be displayed at all times.

2.  Submit Requests  (Reports)

A.  The current report Request list is displayed for your information.  No reports for SET (multiple reports) are available at this time.

B.  When selected, report parameter boxes are displayed as required for your tailored request.  


1)  For all parameter requirements for “Access Level” or “SRID”, use LOV or type in, at a minimum, the Management Level you are signed on as.  This will ensure correct output.
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(Figure DI 2-1)


2)  New reports will be added as developed and advertised in the OPR NEWs articles.

Section II – Air National Guard (ANG) Federal Recognition Boards:

*  Requirements for the ANG Federal Recognition Boards (board type ‘N’) have not been determined at this time.  This board will reflect central board processing for the ANG promotion to the grade of Colonel only.  There will only be PRE-board processes as POST-board releases are not accomplished through PRISM.

*  The OPR will keep you informed of access requirements.
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