Transmitted:  21 Oct 04

TO: ALL PERSONNEL EMPLOYMENTS (DPMAE) and Commander Support Staff’s (CSS)

FROM: HQ AFPC/DPFFOC

SUBJECT: Intra Command PCA actions to include projected position number updates

1.  We have recently seen an increase in PCA actions/position number updates for personnel with an “unrealistic” future effective date.  Generally, there should be no reason an MPF or CSS should project a member for a position number or PAS change greater than one year in advance.  

2.  Please ensure when updating changes to a member’s record that you review the input date in PC-III (Format: YYMMDD) or MilPDS (Format: MM-DD-YY) prior to saving the update.  Personnel Employment should review ALL coordination actions in PC-III, please ensure you verify the effective date prior to completing action.

3. These actions directly affect assignments and preclude AFPC from completing necessary updates to a member’s record, so it is imperative that you pay close attention when updating an effective date.

4.  If the MPF or CSS has updated a PCA action/position number change that needs to be deleted, please take the following actions in MilPDS:

Cancel Proj PCA: 
Select Relocations and Employment, Personnel Employment, Employment, and Cancel Proj PCA.  Click the Open button or double-click each selection.  The cancel PCA Folder will appear.

Update Procedures:
Press the F7 function key to enter the query mode.  Type the member’s SSN (000-00-0000) in the National Identifier field or partial last name followed by a percent sign or full name (i.e., SMITH, ROBERT A) in the Full Name field and press the F8 function key to execute the query.  The cancel PCA Folder will populate with the member’s current information.

Click the Cancel button.  

A pop up will appear asking if you are sure, click “YES”

Close the window or application by clicking the “X” located in the top right corner of each window.

Note: MPF, Personnel Employment will cancel all Intra Command PCA actions if action was erroneously updated or the action will no longer occur. 

4. POC for this message is AFPC/DPFFOC,  DSN 665-2591. 

