Please Pass to Personnel Employment Office


Recently we have seen a trend of CMS cases in certain areas of the Employment work center.  The following information is a list of common problems and concerns.  Please ensure you take the time to review and provide a copy to all newly assigned personnel in your area.

Case Management System (CMS)

Please ensure when entering a case in CMS to provide as much information as possible.  It is important to provide the PAS code of member (where they should be assigned), provide correct DAS/DDLDS, AFSC, Record Status, Duty Status, Position Number, DEROS Information (for overseas).  This information is under the Case Type.  This will self populate with the information in MilPDS, but it needs to be verified and corrected if necessary.  The description needs to be clear.  On the CMS home Page there is a list of important links, please take the time to review them.  The more information you provide the quicker the case can be completed.  

Confirmation of Arrivals & update of Position Numbers


Prior to update of a gain confirmation ALL personnel must be assigned to a position number (to include students).

If you receive the error “Position number not valid for duration of assignment” when confirming arrival DO THE FOLLOWING: 

1. Copy the Position Number you are attempting to assign the member to. Go to RELOCATIONS AND EMPLOYMENT/PERSONNEL EMPLOYMENT/ EMPLOYMENT/POSITION NUMBER press F7 then paste the position number in the name field press F8 look at the Dates field. This will tell you when the position number came effective in MILPDS.

2. If the position effective start date is after the DAS you are attempting then select another position number to assign to the member.

3. If no position numbers existed for that AFSC in that Squadron then you must build a psuedo position number steps can be located at: http://www.afpc.randolph.af.mil/mpf/MPFWorkcenters/Employment/employme.htm <http://www.afpc.randolph.af.mil/mpf> under Position number build in MILMOD

Do NOT use local position numbers.  The local position numbers were built when MilPDS was brought on line so personnel sitting in Pseduo positions could be transferred to MilPDS.  All personnel sitting in a local position number must be assigned to a valid position number.  The MPF may have to build a pseudo position for these personnel if one does not already exist.  

 Accession Processing 


Travel Vouchers are not being forwarded to AFPC/DPAPPO (Service Dates) on accessions.  HQ AFPC/DPPAO (Service Dates) can NOT verify service dates without the completed travel voucher.  AFPC/DPPAO has 120 days from EAD date to verify service dates (please do Not load the case in CMS for service date verification if member has not passed the 120 day point).


It is the responsibility of the MPF Personnel Employment office to ensure Service dates are updated in MilPDS correctly.  Verify EAD Date on EAD orders and Travel Voucher prior to update in MilPDS.  The MPF can make changes to the service dates as long as AFPC/DPPAO has not verified the service dates.


Date of Enlistment (DOE).  Officers do NOT have a DOE, please ensure this is deleted prior to flow of an E203 transaction.


Indefinite DOS for officers.  Please ensure if an officer has an indefinite DOS that it reads 08-AUG-3888 and that the DOS reason is “88”.    


E203 Transactions need to be processed on Enlisted prior service personnel, ROTC and COT (Medical/JAG/Chaplains).  DO NOT flow an E203 on OTS, BMT and USAFA personnel.


If Service dates have been verified in MilPDS, there will be “V” in the control mark under service dates.  Once AFPC/DPAPPO verifies service dates a Statement of service is forwarded to the MPF for action.  The MPF must ensure the member sits down to review the statement of service prior to file in the UPRG.  This will correct any questions or problems the member may have on the spot.  

PCA Actions


If personnel are changing commands than an assignment MUST be loaded in MilPDS.  Inter command PCA actions have not changed, please do not request these via CMS.  You will have to work with your MAJCOM, who in turn will work with the assignment functional at HQ AFPC.

Date Arrive Stations (DAS) & Date Departed Last Duty Station (DDLDS) Corrections


If a member is gained with the incorrect DAS or DDLDS the MPF must correct by utilizing the Batch Update procedures.  The Batch Update Templates are available on the AFPC Website under MPF/CSS support.  You will need to copy and paste the template to notepad and save to your C:\Temp drive.  Your base level PSM can assist with this if necessary.

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


Report Not Later Than Date (RNLTD) Change Requests

If a member has passed their RNLTD and you can not update the Overdue arrival (PTI 211), please get with the losing base to find out the status of the member.  The system will not allow you to update an Overdue arrival if the losing base did not update a Projected Loss (PTI 801), so the losing base will be able to provide you a status.  You can determine member's losing base by one of three ways.  1.  Pull a WW SURF 2.  Go into MILPDS under Duty Information and alter effective date to before the RNLTD or 3. Check the ADSN on the MMPA file.  

Update of Duty Information

When trying to update Duty information you may receive the following error "RC is Invalid".  When this error is received please ensure you hit the CANCEL button versus OK.  This will allow the duty information to still process.  The AFPC Accessions/PCS confirmation team will still need these loaded in CMS with a request to  "delete extra assignment details", but this will allow the the duty information to update in system while the case is pending in CMS.  
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