E203 Step by Step Guide updated 6 May 2003
 

Step 1:  Confirm Arrival
Navigation Path: Select Relocations and Employment, Personnel Employment, Employment, Projected Gain Duty Information.  Click the Open button or double-click each selection.

**Reminder, Officer Accessions may show a Record Status (RS) 10, but the Duty Status (DS) 11.  You will need to update the confirmation of arrival on these personnel, then you will need to update the Duty status as in Step # 3***
· Type SSAN 
· F8 to query record 

· Place the member in a valid position number for that squadron and AFSC 

· After record populates save that transaction 

· After record saves click on the confirm arrival button 

· The Extra Assignment Information window is shown now 

· Click in the Details area 

· Change Functional Category to correct code (use LOV) “If the Functional Category needs to be changed from “Q” to “A” then confirm arrival with the “Q” and forward a message to the functional manager to change the functional category from “Q” to “A”.  You are unable to correct at base level” 

· Update DAS 

· Update DDLDS 

· Update DEROS (if OS) otherwise blank 

· Update DEROS Reason (if OS) otherwise blank 

· Update Number of Days Enroute TDY 
· Update Date Departed CONUS (if OS) otherwise blank 

· Update DEROS Previous to blank if not already blank 

· Update DEROS Reason Previous to blank if not already blank 

· Update Initial DEROS (if OS) otherwise blank 

· Update Initial DEROS Reason (if OS) otherwise blank 

· Update Assignment Action Reason to space 

· Update PCS Gain Tour ID to space 

· Update Gain Source Document Code to LOV (Normally CV) 

· Update Gain Source Document Julian Date (YYDDD) 

· Update Tour Length (if OS) 

· Click on OK 

· Click on Save 

This moves your record status to 10 allowing all other updates.
                  
If when you query on the members record in the Projected Gain Duty Information window and the statement “Record caused no records to be retrieved. Re-enter.” then you will need check the member’s SSAN in the Duty Information screen.  If the SSAN doesn’t appear in the duty information screen then open a case via the Case management System (CMS) and forward to the AFPC Accessions/PCS Confirmation Team.
 
Step 2:  Verify/Update (if required) Date of Birth
Navigation Path: Select Customer Support, Customer Service, Personal Data, and Customer Service.  Click the Open button or double-click each selection.  The Find Person window will appear with the cursor in the Full Name field.
· Update Procedures 

· Tab to the Social Security field 
· Enter SSAN 

· Click the Find button. 

· Personal Information window will populate with the member's current information. 
· Type the date of birth in the Birth Date field in DD-MMM-YYYY format. 

· Click the save button. 

· The Choose an Option window will appear.  
· Select Correction since you are correcting an erroneous date. 

**Note:  If you update a date of birth making member less than 18 years old or more than 64 years old, you will receive an error message.
 

Step 3:  Check/Update (if required) Duty Status
Navigation Path
Select Relocations and Employment, Personnel Employment, Employment, Duty Status.  Click the Open button or double-click each selection.
· Update Procedures 

· Press F7 

· Tab to National Identifier 

· Enter SSAN 

· Press F8 

· Click Duty Status 

· If you are Just Correcting the Current Date to the EAD 

· Click on the Date Block 

· Enter the Correct Date 

· Click Save 

· If you are correcting the Current Duty Status to Present for Duty 

· Click on New Record (the Green Plus Button) 

· Enter the New Duty Status (PFD) (LOV Available) 

· Enter the Date of the Current Duty Status 

· Click Save 

 

Step 4:  Update Over 4 years Enlisted Status on Officers (2Lt – Capt)
Complete this update if the Officer has at least 4 years and 1 day active enlisted time

Navigation Path
Select Customer Support, Career Enhancements, Promotions and Testing, Officer Grade Information.  Click the Open button or double-click each selection.
· Update Procedures 

· Press F7 

· Tab to SSAN 

· Enter SSAN 

· Press F8 

· Click on Grade Info 

· Click on Grade Misc 

· Click in Details area 

· Click on Flag O4E field 

· Enter Yes or No for over 4 enlisted 

· Click OK 

· Click Save 

 

Step 5:  Update Correct Service Dates -- AFI 36-2604 is the reference on how to compute Service Dates.
Navigation Path
Select Relocations and Employment, Personnel Employment, Employment, Service Dates.  Click the Open button or double-click each selection.
· Update Procedures 

· Press F7 

· Tab to National Identifier 

· Enter SSAN 

· Press F8 

· Click on Service Dates 

· Click on Service Dates (again—new screen) 

· Click in Details 

· Enter DOE 
· Enter DOS (Officers with an Indef DOS you MUST update DOS: 08-Aug-3888) 

· Click in DOS Reason 

· Enter DOS Reason (Officers with an Indef DOS, DOS reason MUST be 88) 

· Tab to EAD 

· Enter EAD 

· Tab to TAFMSD 

· Enter TAFMSD 

· Tab to Pay Date 

· Enter Pay Date 

· Tab to TEMSD enter if known if not leave blank 

· Tab to TFCSD enter if known if not leave blank 

· Tab to TAFCSD enter if known if not leave blank 

· Tab to DIEUS 

· Click on OK—The Additional Extra Person Info Details Box Will Come Up 

· Click OK 
· Click Save 

 

Step 6:  Update DFAS Accession PTI Transaction (E23) 

E203 transactions are updated on ALL accessions EXCEPT Basic Military Trainee (BMT), Officer Training Students (OTS), US Air Force Academy grads (USAFA)

Please ensure you review the Master Military Pay File (MMPA) prior to flow of any E203 Transactions.  Ensure the MJ (match) Flag is 6 or F (Pending MPF input of E203).
Navigation Path
Select Relocations and Employment, Personnel Employment, Employment, DFAS Accession PTI Transaction.  Click the Open button or double-click each selection.
· Update Procedures 

· Click in Name 

· Open LOV 

· Select Action (E23) 

· Click OK 

· Enter SSAN 

· Enter Current State/Country Code – if CONUS Always use “US” otherwise enter country code ie..JA for Japan 

· If Prior Service, Type in DOS of  Enlisted or Officer DOS then input date from 214 if not leave blank 

· If Prior Service, Type in Which Service (LOV Available) 

· If the member has a DOS-LAST-AD-OFF-STATS (DOS Last Active Duty Officer Status) then input date from 214 if not leave blank 

· Enter Source Document (LOV Available) 

· Click OK 

· Click Submit 

 
**E205 Transactions can be updated to correct any service dates input by the MPF up to 120 days after initial E203 was processed, provided AFPC has not yet verified service dates.  Only two E205 transactions can be processed on each record **

