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Chapter 1

GENERAL INFORMATION
1.1.  Introduction.  The intent of this user’s guide is to provide information on how to use the Personnel Concept III (PC-III) system.  The guide was not designed to teach/show you how to perform or accomplish personnel actions.  For that information, you should refer to the appropriate chapter(s) of AFMAN 36-2622, Volume I, or other applicable AFMAN or AFI.  In this chapter we will discuss the PC-III components, trans-action flow, system security, logging on the system, screens and menus.  Not all organizations have access to the same menus.  Access to a menu is driven by organizational function and needs.  At Attachment 1 is a list of PC-III menus for the Military Personnel Flight (MPF) and at Attachment 2 is a list for a typical active duty Commander Support Staff (CSS).

1.2.  PC-III Components.  PC-III is an automated personnel communications computer system consisting of three components, hardware, software, and communications.  Major hardware components consist of a gateway (AT&T 3b2) minicomputer and three types of endpoint computers; functional, tenant, and core.  The core endpoint supports the military and civilian personnel offices, and wing commander.  The functional and tenant endpoints support a logical grouping of CSSs under staff agencies.  The gateway and endpoint computers are connected by electronic communication links forming a base-wide network which replaces manual flow of personnel information on paper.  Endpoint systems consist of minicomputers, terminals, and printers.  These endpoint systems are connected to the Standard Base Level Computer(SBLC) or Defense Mega Center(DMC) and AFPC mainframe computers via the PC-III gateway computer.  At Attachment 3 is a PC-III update flow chart.

1.2.1.  Gateway.  The gateway is a communication processor that provides connectivity between a group of endpoints and the SBLC.  The gateway serves as a traffic manager to ensure that products and mail passed through PC-III are sent to the right system or endpoint computer.

1.2.2.  Endpoints.  An endpoint consists of a computer processor linked to a gateway processor.  The minicomputer directly supports functional processes for a number of PC-III users.  The endpoint computer holds a two thousand character database record on every individual assigned to that endpoint.  The data are an extract of the same records maintained on the SBLC.

1.3.  Transaction Flow.  Each time an update is made on your endpoint, that transaction must move to the SBLC to update the member’s record that resides there.  It’s important to understand the process that takes place.  Here is a quick overview of what happens when you submit an update.

1.3.1.  Update to endpoint.  First of all, the update you submit must pass edits on the endpoint.  These edits check for validity of data, etc.  If the update does not pass local edits, you get a reject back immediately on the screen.  If the update passes the edits, it updates the affected record on the endpoint and the update is formatted for submission to the SBLC.

1.3.2.  Transmission to SBLC.  The update is now ready to be sent to the SBLC.  The two key players in this process are Mailman and Interactive Communications Interface (ICI).  Mail-man is a virtual manager that controls the flow of information from endpoint to gateway and gateway to SBLC.  ICI is soft-ware that resides on the gateway and SBLC and takes your update from the gateway and passes it to the SBLC.  ICI software on the SBLC formats the update so that the SBLC understands the update and passes the update to the Functional System Analyzer(FSA).  The FSA processes the transaction and returns the response in the reverse order that the transaction arrived there.  The response, update or reject, is recorded in the originator’s updates and rejects area of Office Automation(OA).

1.3.3.  Refresh.  Because updates happen on the endpoints and then on the SBLC, there needs to be a vehicle to update the core endpoint.  Likewise, when the core is updated along with the SBLC, the update needs to get to the appropriate endpoint. Each evening, after the SBLC runs the end of day(EOD), update files which contain all the updates on records that were updated in PC-III, in turn, update the SBLC.  These files are then transferred to the appropriate endpoints to ensure that all records match.  Not only do these refresh files contain updated records, but they also contain products, such as RIPs and TRs for distribution to the appropriate endpoints.

1.4.  PC-III System and Network Security.  The primary security controls are physical (equipment), login and password (user verification), User Class (identify the records and menus you have access to), and User Group Identification (tells the system where to send your products/mail).  The 

PC-III network greatly increased the number of personnel system terminals and the number of personnel who have access to them.  Since the terminal is the primary device for accessing personnel data, the chance for unauthorized access is also increased.

1.4.1.  Physical Security.  The first approach to protecting access to terminals and systems is physical security.  Wherever possible, the equipment should be in a limited access area.  A simple way to prevent such access is to physically lock the terminal location when it is not in use.  As a minimum, the area should be secured at the end of the workday.

1.4.2.  Login and Password.  Access to the PC-III network is controlled by the gateway systems administrator (GSA) or endpoint systems administrators (ESA), who issue logins and passwords.  Address requests for access or deletion of access to the GSA by letter to include grade, name, SSAN, and access required.  The letter should be signed by the CSS commander for CSS personnel and by the agency chief for staff agencies.  Users are required to acknowledge receipt of their login and password.  The commander or agency chief is to notify the GSA immediately to expire a user's password if they have any reason to believe a password is compromised.  The GSA has the ability to issue another password in situations involving a forgotten or compromised password.  This allows you to gain access to PC-III and have the computer issue a new password.  The GSA must have positive identification of the user (ID card, personal recognition, etc.) prior to affecting such a change.

1.4.2.1.  The login is a string of alphabetic characters normally consisting of the first letter of your first name and up to seven letters of your last name.  Your login is assigned to all actions you take in PC-III to track your actions and ensure accountability.  The first time the login is used, the system generates a password.  If you do not chose the first password, the compute allows you four more opportunities.  If you do not chose one, after the fifth choice, you are exited out of the system.  If the login or password is entered incorrectly, you are prompted to try again.  Approximately every 90 days the system prompts you to change your password, using the same procedure as above.

1.4.2.2.  The first step to using PC-III is logging on the system.  When you initially log on to PC-III, you will encounter a prompt like the one below.  At this prompt, enter your login.




UNIX System V Release 4.0.3 Version 4 (206030)


login:  jwalker
After entering your login and pressing TRANSMIT, you are prompted for your password.  Enter your password and press TRANSMIT.  If you incorrectly enter your login or password, your errors are recorded on a security report for review by the GSA.  If you are having difficulties, please contact your ESA for assistance.  The password you initially enter is issued by the GSA and expires when entered.  The system generates a new proposed password.  To select this proposed password for your new password, enter the password exactly as it appears on the screen.  If you do not like the first proposed password, leave blank and press TRANSMIT.  Another choice appears, if no selection is made after the fifth choice, your login session is terminated, and you must log on again to re-start the process.  The proposed passwords contain only lowercase letters and numbers.

1.4.3.  User Class.  This mechanism is used to separate the records and menus that various endpoint users have access to.  The User Class is assigned by the GSA and is based on where you work.  For example, one endpoint may contain the records of three CSSs.  The User Class limits access so orderly room personnel in one CSS cannot view the records of someone assigned in one of the other CSSs.  The User Class is also used to limit the types of personnel actions you have access to.  A number of different menus exist in PC-III to ensure personnel actions are taken by the appropriate office.  The menus available to an orderly room are different than the ones a commander has access to; and likewise, the menus the MPF has are different than the ones in the CSS orderly room.  How-ever, the functionality of the menus remain the same at all levels.

1.4.4.  User Group Identification.  This component of PC-III security is the tool that identifies you within an office automation environment.  This is where you can create forms and reports, and receive products and mail.  It also ensures products you request go to your endpoint.

1.5.  PC-III Screens.  Within PC-III there are four kinds of screens you work with:  menu, SSAN prompt, data entry, and help screens.  Every screen in PC-III has a command line at the bottom or top of the screen that provides a list of options to help you use the application.  It displays the function (F) keys that are available for that particular application/ directory.  It is important that you read the command lines.

1.5.1.  Menu Screens.  PC-III is a menu-driven system.  The menu structure was created to take you from a broad, general area to an area dealing with a specific function or personnel action.  Three dots following a menu item indicate that there are sub-menus.  You may go through as many as six sub-menus to get to the one you want.  However, you can go directly to an application/directory by pressing the F4 key and entering the name of the menu you want to go to in the space provided.  Each menu item has a highlighted or underlined letter (a hot key).  By selecting this letter, you are taken directly to that menu item.  Once you gain access to PC-III, the first screen that appears is the PC-III main menu which looks similar to the one below.



One of the features of this menu screen is the status headings.  These headings provide valuable information quickly and easily.  Some of these headings are explained below.

1.5.1.1.  Unit and Office.  This identifies the CSS you have access to and what office you are operating under.  Under each CSS, you may have many different workcenters/offices, i.e., commander, orderly room, etc.

1.5.1.2.  Driver.  This relates to the processes that allow PC-III to function.  You should, when operating normally, see the term “up.”  If you see “down,” contact your Endpoint System Administrator (ESA) to determine system status.

1.5.1.3.  Database.  This gives you the status of the data-base, whether it is “up,” “down,” or in “REFRESH.”  During duty hours, the database status should be “up.”  If the data-base is “down” or in “refresh” status, access to records is denied; however, the Office Automation area or any application not requiring or using an SSAN may be used.  When the Refresh key, F5, is used, the system does a check on the operating status and the directories.  The menu reflects “CHECKING” as the status, but when the check is completed, the menu reflects the current status of the system.

1.5.1.4.  Status of Directories in Office Automation (OA).  The status of files in all directories, except Coordination Status, History Coordination, RIPs, and Transaction Registers, is displayed.  Either “yes,” “no,” or “NEW” is displayed.  “NEW” status is displayed anytime a new file is placed in a directory and remains “NEW” until you enter that directory.

1.5.2.  SSAN Prompt Screens.  The SSAN prompt screen is used to identify the record or records you want to access.  To help find a record, the computer needs some information about the record.  On the prompt screen you enter the SSAN and Record Type of the individual whose record you want to access.  Two prompt screens are available depending on which application you are using.  One type is for a single record and the other allows the input of up to ten records.

1.5.3.  Data Entry Screens.  These screens are used to change data in a record or for inserting information on what later will be a printed form.

1.5.4.  Help Screens.  Help screens exist in PC-III to assist you with the use of general and function (F) keys, making selection on Data Entry Screens, and providing broad information on the application you are using.  For help on key usage at the menu level, SSAN prompt screens, and the Data Entry Screens, press the F9 key.  The F1, F2, and F4 help keys are used while working with the Data Entry Screens.  The F1 key provides information on the various selection choices, the F2 key provides a broad overview of the personnel program you are working with, and the F4 key displays the actual selection or data options.

TABLE 1.1




PC-III ACTION, CONTROL, AND FUNCTION KEYS





A
B
C

I




T




E
KEY



M
TITLE
PURPOSE
USES

1
ENTER       and              Return         (AT&T)
Selection Key            or                             Directional Key
Used to highlight menu selections.  Can also be used like the Tab key to move through fields on the data entry screens.  When a product is viewed in Office Automation, the text will scroll down one line at a time.  This is not a Transmit key!

2
+                         
Transmit Key
Used to select a menu or send data to the computer. Usually located on the right-hand side of the key board.

3
Del
Delete Key
Used to delete character(s) at the cursor.

4
Ins
Insert Key
Insert text within lines of existing text.  Used at the data entry screen level.

5
Esc
Exit & Cancel Key
From a menu, used to exit PC-III or the current menu; from a data entry screen, used to cancel that application.

6
Tab
Directional Key
Allows quick movement through data fields on a data entry screen.



7
^b               (Ctrl b)
Directional Key
Used on data entry screens to go back one data field or go to the previous page.

8
^n               (Ctrl n)
Directional Key
Used to go from any menu back to the main menu at the menu screen level.  Will go to the next record when using a multiple-record inquiry.

9
^p               (Ctrl p)
Directional Key
Used within a multiple record inquiry.  Will go back to the previous record.

10
^y               (Ctrl y)
Exit key for com-puters connected to a local area network (LAN)
Used to drop the communications line connected between the terminal and a LAN.

11
F1
Help Key
Used at the prompt and data entry screen levels to provide guidelines on how to format data.  For example, insert data in YYMMDD format, such as 890719 for 19 Jul 89.  Gives general guidance on which choice to make.

12
F2
Help Key
Used at the menu and data entry levels to provide broad help on a PC-III application or personnel program.

TABLE 1.1 CONTINUED


A
B
C

I

T

E

M
KEY

TITLE
PURPOSE
USES

13
F3
Exit Key
Used to escape from a menu.  Within an application, use the Esc key.

14
F4
Data Prompt Key or search key at menu level
Displays the available choices for completing an entry on a data entry screen, such as UIF codes.  Also used as a search function in the menu screens or in reviewing reports.

15
F5
Paint Key
Used on all screens to redraw or refresh the screen.  Normally used when the graphics on a screen are not working properly.

16
F7

Page Up
Directional Key
Moves one page up.  Used in help screens and in product displays.

17
F8

Page Down
Directional Key
Moves one page down.  Used in help screens and in product displays.

18
F9
Keys Help
Provides information on what the keys in PC-III do and how they work.

19
F10
Command Menu Bar
Displays a command menu bar across the top of the screen.  These are quick commands available, depending on the action being taken.

20
Home

press twice
Return to main menu
Quick return to main menu

Chapter 2

OFFICE AUTOMATION

2.1.  General Information.  The Office Automation (OA) area serves as a central collection and processing point for reports, reports on individual personnel (RIPs), transaction registers (TRs), forms, transaction updates and rejects, single uniform retrieval formats (SURFs), and products which require a user’s coordination.  There are several forms and reports which are created from PC-III applications which are saved in the production or coordination areas.  From OA you can view, edit, mail, and save most of these files before sending them to a printer or forwarding them to another user.  The OA application is accessed through the main PC-III menu.

 [Menu]                     PC-III Menus - (206002)            Fri Apr 21 16:06

  Custom_Options  Display_Environment  Quit

 Unit: Fort Apache Military Personnel  Office: Career Enhancement

 Driver:   up       OA-Products: NEW      OA-Coord: no       OA-SURFs: no

 Database: up       OA-Updt-Rej: NEW      OA-Email: NEW      Email:    no

 Menu-Path: Menus/


 Menus               PC-III Main Menu                                          

 FuncApp             Military Functional Applications...

 OA-Menu             Office Automation...

 locator             Locator Information...

 hafacc              HAF Access...

 Blps                BLPS Processing...

 indain              Individual Data Inquiries...

 Accell              Military ACCELL Inquiries...

 reports             Reports & RIPS...

 Admin               Administrative Applications...

 Ascas               Security Clearance Applications...

 maplus              FOCUS/Info Retrievals/Mngr Plus...

 Asgpref/jobs        EQUAL/DAEDALUS Files

F1/F2=Help Esc/F3=Exit_System   F4=Search F5=Refresh F9=Key_Help F10=Menubar

Highlight Office Automation, press TRANSMIT and the screen at the top of the following page is displayed.

2.1.1.  The OA application consists of ten major areas or environments:  Production and Products, Electronic Office Mail, Updates and Rejects, Single Uniform Retvl Format, Prelude Information System, Incoming Coordinations, Coordination Status, History Coordinations, Rpt on Individual Personnel, and Transaction Registers.

[Menu]                     PC-III Menus - (206002)            Fri Apr 21 16:06

  Custom_Options  Display_Environment  Quit

 Unit: Fort Apache Military Personnel  Office: Career Enhancement

 Driver:   up       OA-Products: NEW      OA-Coord: no       OA-SURFs: no

 Database: up       OA-Updt-Rej: NEW      OA-Email: NEW      Email:    no

 Menu-Path: Menus/OA-Menu/


 OA-Menu             Office Automation                                          

 OA-Products         OA Production and Products

 OA-Email            OA Electronic Office Mail

 OA-Updt-Rej         OA Updates and Rejects

 OA-SURFs            OA Single Uniform Retvl Format

 OA-Private          OA Prelude Information System

 OA-Coord            OA Incoming Coordinations

 OA-Status           OA Coordination Status

 OA-History          OA History Coordinations

 OA-Rips             OA Rpt on Individual Personnel

 OA-Trs              OA Transaction Registers

F1/F2=Help Esc/F3=Previous_Menu F4=Search F5=Refresh F9=Key_Help F10=Menubar

In the paragraphs that follow, we will discuss terms associated with the OA functions and define each of the ten major areas.  The terms “Directory” and “File” are used often within the OA application.  A directory is a list of products, such as reports, letters, messages, RIPs, forms, etc. that appear as soon as you enter a directory.  The products them-selves are called “Files.”  So within PC-III a directory contains a listing of files.  When you enter an OA environment /directory, except Prelude, you will get a screen similar to the one below.

[oadir]                Reports/Forms/Letters Directory        Mon Apr 24 09:54

/carenh/Production/

                      Personal Data - Privacy Act of 1974


X  Package Name          OA Keys       Size      Date/Time       Type      


   ..                -                 384      11/30/94  13:54  Dir          

   Trashcan          -                 416      03/04/95  21:31  Dir          

   OFCPME2           -                 2040     02/28/95  13:33  PC3-prod     

   CBPOTRS           BLPS Report       44995    02/06/95  08:39  PC3-prod     

   FOCUS             -                 1663     02/01/95  15:56  PC3-prod     

 F1=Help F2=LHelp F3=Quit F4=Search F5=Refresh F9=KHelp F10=Menubar

 Trans(+)=Select Space=Mark Ins=MarkAll Del=UnMarkAll Tab=Info BackSp=MarkField

2.1.2.  A directory screen has six columns, and in the following paragraphs we will examine each of them.

2.1.2.1.  Column one is used to mark the file(s) on which you want to take action.

2.1.2.2  The Package Name or in Email, the Subject column shows a user-friendly name of the file(s) and or product(s).

2.1.2.3.  The OA Keys column helps tell the difference between like files.  It may identify the subject individual of a letter, form, RIP, coordination action, or may provide the login of the individual who requested a product or completed an action.  In the Coordination directories column three is titled Initiator and displays the login or office of the initiator or owner of the action.  In Email, this column is titled From and displays the login of the sender of the file.

2.1.2.4.  Size column, as the name implies, displays the number of characters or bytes in a file.

2.1.2.5.  Date/Time column shows the date and time the file was placed in the current directory.  Each time a file is moved from one directory to another, recovered, or edited, the date/time changes to the date and time the action was accomplished.

2.1.2.6.  Type column identifies the type of file.  Some common examples are shown below.




PC3-prod

report, laser form, FOCUS report, or letter



PC3-trans

update/reject notice from BLPS



PC3-rip


report on individual personnel (RIP)



PC3-tr


transaction register (TR)



Email


electronic office mail message



ascii


an ASCII file
In the Coordination directories, a similar column is titled Stat and identifies the current disposition of the coordination file.  A directory is dir, an action being routed is pend, a completed action is comp, and a terminated action is term.

2.2.  Menu Option Commands.  The files in a directory are manipulated using the menu option commands.  Once you are in a directory, the commands are accessed by pressing F10, and the commands are displayed across the top of the screen similar to the one shown on the next page.

[oadir]




Reports/Forms/Letters Directory

Fri Jan 27 13:18

View Edit Print Delete Recover Sortdir Email Chkmail Default Create Next Quit

                      Personal Data - Privacy Act of 1974


X  Package Name          OA Keys       Size      Date/Time       Type      


   ..                -                 384      11/30/94  13:54  Dir          

   Trashcan          -                 416      03/04/95  21:31  Dir          

   OFCPME2           -                 2040     02/28/95  13:33  PC3-prod     

   CBPOTRS           BLPS Report       44995    02/06/95  08:39  PC3-prod     

   FOCUS             -                 1663     02/01/95  15:56  PC3-prod     

 F1=Help F2=LHelp F3=Quit F4=Search F5=Refresh F9=KHelp F10=Menubar

 Trans(+)=Select Space=Mark Ins=MarkAll Del=UnMarkAll Tab=Info BackSp=MarkField


NOTE: To see the second line of menu option commands, highlight Next and press 


TRANSMIT.  The menu option commands vary from directory to directory.

To manipulate files, highlight the desired file by using an arrow key or return key, then mark the file with an X by pressing the space bar, then press F10 to display the menu bar.  To enter a subdirectory, highlight the desired directory and press TRANSMIT (do not mark the directory with an X).  Once a subdirectory is entered, the files in it are displayed.  These files may be manipulated as if they were located in the home directory.  The menu option commands are discussed in the following paragraphs.

2.2.1.  View.  This command allows you to look at the file(s) you have marked.  However, you cannot edit a file from the view mode.  The “F4=Search” feature is available.  This feature is used to look for a specific name, a character or string of characters in a file.  Press F4 and a / (slash) appears on the bottom of the screen.  Immediately after the / type in the character(s) you want to find, and press RETURN.  Note, this feature is case sensitive; therefore, you must enter the data as it appears in the file.  For example, to search for the name JONES, you would type in JONES after the / and not jones or Jones.  The / feature searches forward in the file (top to bottom), and to search backwards (bottom to top), you would type a ? (question mark )followed by the character(s) you want to find.

2.2.2.  Edit.  Allows you to modify files.  Selecting this option places the marked file(s) in the Prelude editor.  The top and bottom of the screen looks similar to the one on the next page.  Between the top and bottom is the file you are editing.



CTRL(^)


PAGE(^u/^D)

ARROWS(<-->)

EOF(^)

EOL(^T)


DEL-LINE(^O)
HOME(^B)

DEL-CHAR(^N)

FIND(^F6)
REFRESH(^K)


line 1 of 

page 1 of 1

/usr/tmp/oaa1883




YOUR FILE


PERSONAL EDITOR

| No mail
|






|10:15am Fri Feb  2


F1=Quit  F2=Help  F4=Cancel  F6=Find  F7=GoTO

The function keys in the Prelude Editor are different.  Once the desired changes are made to the file, press the F1=Quit key to save the changes and to exit.  Laser form files do not go into the Prelude Editor when being modified.  This would cause the file to lose its laser form qualities, such as shading and lines.  Instead, a PC-III editor is used.  To exit and save the changes made to a laser form file, press TRANSMIT.

2.2.3.  Print.  This command is used to print files.  Mark the file(s) you want to print, press F10, use arrow key to high-light Print and press TRANSMIT.  You get a Print Screen menu similar to the one below.

[Oaprt]                  Office Automation Print Menu         Mon Apr 24 10:21


   PRODUCT NAME     FORM TYPE  COPIES    SELECTED PRINTER     OPTIONS  PAGES  


   ENL Strength     ASCII       [1 ] [r206000_draft1|Machine_R] [*] [   1-END ]

The Print Menu screen provides a means to change certain parameters for each print job.  Use the tab, arrow, or return key to maneuver the cursor on the Print Menu screen.  The following may be changed with each print job:

2.2.3.1.  Number of Copies.  You can print from 1 to 99 copies of a file.  The print default value is always one.

2.2.3.2.  Printer.  You can use any printer on the endpoint to print your file.  To change printers, from the Print Screen menu, highlight SELECTED PRINTER, and press F4.  The F4 key provides a list of available printers.  Highlight the printer you want and press TRANSMIT to select it.

2.2.3.3.  Options.  The banner feature prints an ID page in front of the file that shows the user’s login, full name, and organization.  From the Print Screen menu, highlight BANNER, use the space bar to toggle the banner on (Y).  The Default is off (N).

2.2.3.4.  Pages.  To use this option, the product must have its pages numbered.  Type the number of the beginning page number before the hyphen, and the ending page number after the hyphen, now press TRANSMIT.  If you want to print only one page of a product, enter that page number for both the beginning and ending page number.  The default values are 1 and END.

2.2.4.  Delete.  To delete files, mark each file, press F10, select Delete, press TRANSMIT.  When a file is deleted, it is moved to a trashcan directory.  Deleted files remain in the trashcan directory for seven calendar days before they are permanently removed.

2.2.5.  Recover.  This option is used to recover files from a trashcan.  To recover a file, highlight Trashcan and press TRANSMIT.  Mark the file(s) you wish to recover, press F10, select Recover and press TRANSMIT.  File is restored to the parent directory.  Press F3 to return to the parent directory.

2.2.6.  Sortdir (Sort Directory).  This option allows you to determine the order files are displayed in the directory.  To sort all files in a directory, press F10, select Sortdir, choose the desired sort option, and press TRANSMIT.  The selected option is automatically saved and becomes your default sort.  The exception to this is the Marked Files-First sort option.  This option is used to group a set of marked files at the beginning of a directory.  This option never becomes the default sort option and must be manually executed each time it is used.

2.2.7.  Email.  Provides you the capability to electronically transmit OA files to either local or worldwide PC-III offices. Mark the file(s) to be sent, press F10, and select Email.  A file preparation screen similar to the following appears.

Filename:  yourprod                              Date: Fri Feb  6 08:30:10 1995

  Filetype:  PC3

    Subject:  Mail Message From 

[000]                                       -

[001]                                       -

[011]                                       -

  F1=Help  F2=LHelp  F3=Exit  F4-ViewAddr  F5=Refresh  F9=KHelp  F10/Transmit=Menubar

Press F10 for another menu bar which provides the following options:


[oaemail]




Office Automation Email



Fri Feb  6 14:25

  Office Retrieve_List User View Delete Clear Send Comment Subject Quit
  Filename:  yourprod                              Date: Fri Feb  6  14:25:10  1995

  Filetype:  PC3

    Subject:  Mail Message From 

[000]                                       -

[001]                                       -

[002]                                       -

[011]                                       -

  F1=Help  F2=LHelp  F3=Exit  F4-ViewAddr  F5=Refresh  F9=KHelp  F10/Transmit=Menubar

2.2.7.1.  Office.  Allows you to select addresses from the OA local or worldwide address tables.  These tables contain all office addresses in the PC-III network and allow for the selection of a single address or groups of addresses world-wide.  To access, highlight Office, press TRANSMIT.  A menu similar to the one below appears, which allows you to access the address tables.



[oaemail]




Office Automation Email



Fri Feb  6 14:25



In this menu you can search on up to three fields, MPF/CPF, UNIT, and GROUP.  MPF/CPF is normally the first two characters of the desired addressee’s PAS.  UNIT is normally the last four characters of the desired addressee’s PAS.  At Table 2.1 is a list of valid Unit entries.  GROUP is a PC-III term designating a user class.  At Table 2.2 is a list of valid Group entries.  If left blank, the complete table identified in the Table field is displayed.  The default for the Table field is the Local table.  For example, if RJ was entered at the MPF/CPF field and cmdr in the Group field, we would see the address list of all commanders at Randolph AFB that are on the PC-III network.  If we had left the Group field blank, we would see an address list of all offices and organizations serviced by that MPF/CPF.  To select an address, highlight the one you want, use the space bar to mark it with an X and press TRANSMIT.  The selected addresses appear as listed in the Email table, not in the order marked.

TABLE 2.1.  OFFICE AUTOMATION EMAIL UNIT ENTRIES

UNIT/OFFICE ENTRY
STANDARD CLEARTEXT

AC.*
Superintendent/Commandant/Dean

AF.*
Numbered Air Force

BC.*
Base/Group Commander

CBPO
Military Personnel Flight

CCPO
Civilian Personnel Flight

CE.*
Civil Engineering Group

CG.*
Communications Group

CM.*
Manpower

CN.*
Center

DV.*
Division

ED.*
Education Services

F***
Unit’s PAS ADMIN (last four)

LG.*
Logistics Group

MA.*
Maintenance Group

MG.*
Medical Group

OC.*
Commanders Above Wing Level

OP.*
Operations Group

RS.*
Reserve GSU Unit

SE.*
Security Police Group

SG.*
Resource Management Support

SO.*
Social Actions

SP.*
Security Police (ASCAS)

TR.*
Training

TV.*
Travel Pay

WC.*
Wing Commander

XX.*
Special Situations (AFMC)

YY.*
Special Situations (others)

ZZ.*
Special Situations (others)

TABLE 2.2.  OFFICE AUTOMATION EMAIL GROUP ENTRIES

GROUP
STANDARD CLEARTEXT

admin
CPF Administration

affemp
CPF Staffing

carenh
Career Enhancement

ccpo
Chief, CCPO

chmpf
Chief, MPF

chrelemp
Chief, Personnel Relocations

chcust
Chief, Customer Support

chsysred
Chief, Systems and Readiness

cmdr
Commander

cpcs
Combat Personnel Control Systems

cpsm
Civilian Personnel Systems Manager

custsup
Customer Service

educ
Education Services

emptng
CPF Employee Training

emr
CPF Employee Management Relations

esa
System Administrator, Endpoint Functions

gsa*
System Administrator, Gateway Functions

lmr
CPF Labor Management Relations

ojt
Base Training

ordroom
Orderly Room

persemp
Personnel Employment

persrel
Personnel Relocations

pol
Police (ASCAS)

prp
Personnel Reliability Program

resmng
Unit Civilian Resource Manager

rpsm
Reserve Personnel Systems Manager

sf52app
SF-52 Approval Authority

soca
Social Actions

spa
MPF Satellite Personnel Agency

tdyapp
TDY Approving Authority

tvlp
Travel Pay

uprp
Unit Personnel Reliability Program

wgcmdr
Wing Commander

wgstaff
Wing Commander Staff

wk.*
Work Center

2.2.7.2.  Retrieve List.  Insert addresses after the cursor using an office address list--user built address.

2.2.7.3.  User.  Allows for the selection of individuals to receive a file.  Once User is entered, a window displays a list of individual users on the endpoint.  Private mail can be sent only within an endpoint.  Select as many individual user addresses as desired, marking each with an X, and press TRANSMIT.  The file preparation screen is updated with the selected addresses.

2.2.7.4.  View.  Allows you to look at the Email message being sent.

2.2.7.5.  Delete.  Allows you to delete an addressee before sending a file.  From the file preparation screen, highlight the addressee to be deleted (You can only delete one at a time.), press F10, highlight Delete, and press TRANSMIT.

2.2.7.6.  Clear.  Clear current address window.

2.2.7.7.  Send.  Forward a file to the addressee(s) selected. The more addressees a file is mailed to, the longer it takes for the system to complete the sending action.  Office addressees receive the file in OA Electronic Office Mail, while private addressees receive the file in their Prelude Email.  NOTE:  If the file preparation screen is exited before transmitting the file, all changes made are erased and will have to be reaccomplished.  Files are converted to ASCII.

2.2.7.8.  Send Form.  Send laser form to selected office(s).  Only laser forms are sent intact.

2.2.7.9.  Comment.  Allows you to add comments to the file.  Highlight Comment and press TRANSMIT.  You are now in the Prelude editor were you enter your comments.  When you have completed your comments, press F1 to save the comments and exit the editor.  The comments are added to the beginning of the file being mailed.

2.2.7.10.  Subject.  Allows you to change the subject (title) of the file before sending it.  Press F10 and select Subject.  A prompt displays the current subject.  At the prompt, type in the new subject, delete any leftover characters from the original subject, and press TRANSMIT.  The new subject is displayed.

2.2.8.  Chkmail (Check Mail).  Allows you to see if new files have been received in any other OA directory.  Press F10, highlight the Chkmail option, and press TRANSMIT.  Those areas that have received new products or packages since you last entered them are displayed; for example, New Tr, New Rip, New Coord, and so forth.

2.2.9.  Default.  Used to change default printer settings when printing from any directory except Prelude.  Press F10, highlight Default, and press TRANSMIT.  To change default printer, press F4(displays available printers), select the desired printer and press TRANSMIT.

2.2.10.  Next.  Allows you to access additional options on the menu bar.  Press F10, highlight Next, and press TRANSMIT.  An additional menu bar will appear.  This can be done twice.  The third time will return you to the main menu.

2.2.11.  Mkdir (Make Directory).  The Mkdir option allows you to create a subdirectory.  To create one, Press F10, highlight Mkdir and press TRANSMIT.  An Enter New Directory Name prompt appears, enter the subdirectory name and press TRANSMIT.  Once the subdirectory is created, the existing files or newly created files can be moved into the sub-directory by using the Move option.

2.2.12.  Move.  This option allows you to move a file into a subdirectory that has been established (using option Mkdir).  Mark the file(s) to be moved, press F10, highlight Move and press TRANSMIT.  Now, you are prompted to select what directory to move the file(s) to.  Highlight the subdirectory name and press TRANSMIT.  The file(s) are moved into the directory.  NOTE:  To move SF52 files, the “..” dir must be marked as well.

2.2.13.  Chdir (Change Directory).  Allows a user to change to a different subdirectory within the current directory.  Mark the subdirectory, press F10, highlight Chdir, and press TRANSMIT.  An easier way to move to another directory is to highlight that directory without marking it and press TRANSMIT.

2.2.14.  Rmdir (Remove Directory).  Allows a user to remove a subdirectory under the current directory.  To remove a sub-directory it must be empty.  Be sure to delete existing files or move them to another subdirectory before using this function.  If a trashcan exists in this directory, it must also be emptied and removed.  Mark the subdirectory, press F10, highlight Rmdir, and press TRANSMIT.  WARNING:  A sub-directory cannot be restored after it has been removed.  It must be recreated by using the Mkdir command.  Note:  If directory has hidden files or system files, refer to MS-DOS handbook section on attributes.

2.2.15.  Create.  Allows a user to create a file in Production and Products or Office EMail.  Press F10, highlight Create, and press TRANSMIT.  At the prompt, enter a file name and press TRANSMIT.  You create the new file using the Prelude editor.  After you have finished, press F1 to save the file and exit the Prelude editor.  The file is placed in the current directory.
2.2.16.  Inturn.  Allows a file from Production and Products to be entered into the PC-III Coordination process.  Mark the file, press F10, highlight Next and press TRANSMIT (to access the second line of the menu), now highlight Inturn, and press TRANSMIT.  You are prompted to enter a file name.  You may use the default file name or rename the file and press TRANSMIT.  A route path preparation screen similar to the one below appears.



You use the Insert and Delete options to add or delete addresses you want to coordinate on the package/action.  Select Forward to send the file to the Incoming Coordinations directory of the first addressee in the route path.  The user that places a file into the coordination process with this command becomes the owner for the coordination action.  Laser forms entered into coordination with this command are stripped of their form qualities, and the form qualities cannot be recovered.  See Paragraph 2.8 for more information on the PC-III Coordination process.

2.2.17.  Upload (upload files from PC).  Upload allows ASCII files to be transferred from an MS-DOS-based system to the  PC-III system.  When selecting this process, be aware of the following:

2.2.17.1.  This process only works on a smart terminal.

2.2.17.2.  You must know which drive and directory the file to be uploaded is in.  Make sure the terminal is reading from that drive and directory before initiating this application.  Check the drive and directory by pressing ALT-D to toggle from PC-III to MS-DOS.  Use the DOS commands to change to the proper drive and directory.  Then type exit press RETURN, and the system is toggled back to PC-III.

2.2.17.3.  The exact name and extension of the file to be uploaded must be used, and the file must be saved in ASCII format.  Only files saved in ASCII format can be uploaded.

2.2.18.  Download (download files to a PC).  Allows PC-III files to be downloaded to a MS-DOS based system.  Mark the file to be downloaded, press F10, select Download, and press TRANSMIT.  The marked file is converted to ASCII and down-loaded to the current MS-DOS drive and directory being accessed.  As with the upload option, ALT-D can be used to toggle from PC-III to DOS to verify the drive and directory.  The Download option can only be used on a smart terminal.

2.2.19.  Boards (Clipboards).  This option allows you to transfer files between PC-III OA directories and the various Prelude directories.  All files written to a clipboard are converted to an ASCII format.  There are five options associated with the Boards command, and they are: write to a clipboard, read a clipboard, append to a clipboard, delete a clipboard, and view a clipboard.  Definitions of how each of these options work in both the OA and Prelude directories follow.

2.2.19.1.  Using Boards in the OA directories.  From the OA menu, you can access Boards from either the Production and Product directory or the Electronic Office Mail directory.  From the OA menu highlight either Production and Product or Electronic Office Mail, press TRANSMIT.  At this screen, press F10, highlight Next, and press TRANSMIT.  Now highlight Boards and press TRANSMIT.  The screen displayed is similar to the one below.

[oadir]                Reports/Forms/Letters Directory        Mon Apr 24 13:03

/carenh/Production/


                            Clipboard Operations   

                      Perso Write to a clipboard     1974

                            Append to a clipboard                               

X      Package Name         Read a clipboard          Date/Time       Type      

                            Delete a clipboard                                  

  ..                     -  View a clipboard        1/30/94  13:54 Dir          

   KPL                   -   Quit                   4/19/95  13:05 Ascii        

   bfltr                 wo                         4/12/95  09:47 PC3-prod     

   Trashcan              -                416      03/04/95  21:31 Dir          

   OFCPME2               -                2040     02/28/95  13:33 PC3-prod     

   CBPOTRS               BLPS Report      44995    02/06/95  08:39 PC3-prod     

X  FOCUS                 -                1663     02/01/95  15:56 PC3-prod     


 F1=Help F2=LHelp F3=Quit F4=Search F5=Refresh F9=KHelp F10=Menubar

 Trans(+)=Select Space=Mark Ins=MarkAll Del=UnMarkAll Tab=Info BackSp=MarkField

2.2.19.1.1.  Write to a Clipboard.  The file to be transferred must be marked.  Press F10 and select Boards.  Now select Write to a Clipboard.  A list of existing clipboards are displayed along with the option NewBoard.  If the marked file is to be written to an existing clipboard, highlight the appropriate name and press TRANSMIT.  A file written to an existing clipboard overwrites what was previously on the clipboard, and the overwritten material cannot be recovered.  If the marked file is to be written to a new clipboard, high-light NewBoard and press TRANSMIT.  A prompt appears where the name of the new clipboard is entered.  Press TRANSMIT, and the file is saved to the new clipboard.

2.2.19.1.2.  Append a Clipboard.  There are times when a file may need to be added to an existing clipboard.  Mark the file to be added, press F10, and select Clipboard Append.  High-light the name of the clipboard to be appended and press TRANSMIT.  The marked file is added to the end of the selected clipboard.

2.2.19.1.3.  Read a Clipboard.  Use this option to move a file from a clipboard into an OA file.  Select Read a Clipboard and highlight the clipboard to be read.  Enter the name of the file the clipboard will be read to and press TRANSMIT.

2.2.19.1.4.  Delete a Clipboard.  Clipboards must be deleted manually.  To do so, press F10, select Boards, and select Delete Clipboard.  A list of the existing clipboards are displayed.  Highlight the clipboard to be deleted and press TRANSMIT.  Clipboards that are deleted cannot be recovered.

2.2.19.2.  Using Boards in the Prelude Application.  To access, from the OA menu highlight Prelude Information System, press TRANSMIT, and at the next menu press RETURN.  At the Prelude menu, highlight Word Processor, press TRANSMIT, and a screen similar to the one below appears.




The following paragraphs explain how to write, read, append, and delete to a clipboard from the Prelude application.

2.2.19.2.1.  Write to a Clipboard.  Writing to a clipboard in Prelude is a little different.  First, you must be editing the document to be written to the clipboard.  To do this, from the above menu, highlight Edit and press RETURN.  Type in the name of the file (exactly as it is), you want to copy to the clipboard and press RETURN.  The file now appears on your screen.  Start at the beginning of the document, paragraph, or sentence to be written to the clipboard.  Press F3 (the menu command), select Boards and press RETURN.  Now select Write option and give the board a name. The system prompts you to highlight the text to be written to the board.  Make sure the cursor is on the beginning of the text.  Either use the arrow keys to high-light, or if the whole document is to be written, use Ctrl E to block to the end of the document and press RETURN.  The document is written to the clipboard.

2.2.19.2.2  Append a Clipboard.  As in writing to a clipboard, the cursor must be at the place in the document where the additional text is to be added.  Follow the same steps out-lined above, except select Append.  The highlighted inform-ation is added to the bottom of the current information residing on the board.

2.2.19.2.3.  Read a Clipboard.  Used to copy a clipboard file into Prelude.  Use Edit to create a new document or open the established document where the board is to be read to.  If bringing a file from PC-III into Prelude, be sure to set up the proper margins.  In PC-III the left margin is 1, and the right margin is 80 (ragged).  Select Read, then the board name, and press RETURN.  The information on the board is transferred to your open Prelude document.

2.2.19.2.4.  Delete a Clipboard.  To delete a clipboard use the Delete command.  Remember, once a board is deleted, it’s gone for good.

2.2.20.  Binary_Upload.  This allows you to Upload files from your PC to PC-III that are not ASCII based.  *.DOC and *.Zip files would fall into this category.

2.2.21.  Binary_Download.  This allows you to Download files to your PC from PC-III that are not ASCII based.  *.DOC and *.Zip files would fall into this category.

2.3.  Production and Products Directory.  This directory acts as the central collection and processing point for forms, letters, and reports created using PC-III applications.  When you complete a PC-III process that generates a printable form or a report, the product is sent and saved in the Production and Products Directory.  In Production and Products, files may be viewed, edited, printed, or mailed to other users.  To enter Production and Products, at the OA menu highlight Production and Products and press TRANSMIT.  You will get a screen similar to the following.

[oadir]




Reports/Forms/Letters Directory

Fri Jan 27 13:18

/carenh/Production/

Personal Data - Privacy Act of 1974

X
 Package Name
OA Keys
Size
Date/Time
Type


..

Trashcan

FOCUS

CBPOTRS

CBPOTRS
-

-

-

BLPS Report

BLPS Report
384

416

1351

937777

49207
12/30/94  13:54

01/27/95  13:18

01/25/95  14:36

01/24/95  03:31

01/23/95  10:30
Dir

Dir

PC3-prod

PC3-prod

PC3-prod



F1=Help F2=LHelp F3=Quit F4=Search F5=Refresh F9=KHelp F10=Menubar

Trans(+)=Select Space=Mark Ins=Markall Del=UnmarkAll Tab=Info BackSp=MarkField
2.4.  Electronic Office Mail (Email).  This directory acts as the receiving point for system-generated mail messages and for files mailed between offices. PC-III supports two types of Email; private Prelude Email for person-to-person correspondence and office Email.  The office Email environment differs from the Prelude Email because these files are available to the whole office, not just one user.  Each Email message is stored as a file.  Mail received in this directory may be manipulated by using the available menu option commands (See Paragraph 2.2.).  To access OA Email, at the OA menu, high-light Electronic Office Mail, press TRANSMIT.  You will get a screen similar to the one below.

[oadir]






Email Directory



Fri Jan 27 13:18

/carenh/Email/

Personal Data - Privacy Act of 1974

X
 Subject
From
Size
Date
Type


..

Mail Message From wbrist04

Trashcan


-

wbrist04

-


384

416

64
12/30/94

01/27/95

01/27/95
Dir

Dir



F1=Help F2=LHelp F3=Quit F4=Search F5=Refresh F9=KHelp F10=Menubar

Trans(+)=Select Space=Mark Ins=Markall Del=UnmarkAll Tab=Info BackSp=MarkField
2.5.  Updates and Rejects.  Update and reject responses from SBLC/DMC are sent to this directory.  The responses are in DIN/data format.  To access, from the OA menu, highlight Updates and Rejects, press TRANSMIT.  Your screen looks similar to the one below.

 [oadir]


BLPS Rejects and Updates Directory


Fri  Jan 27 13:18

/esa/Rejects/

Personal Data - Privacy Act of 1974

X
 Package Name
OA Keys
Size
Date
Type


..

Trashcan

UPDATE

REJECT (BLPS Trans

UPDATE (BLPS Trans
-

-

jjones

wbrist04

nsmith
1792

416

64

1255

2011
01/23/95

01/27/95

02/05/95

02/08/95

02/08/95
Dir

Dir

PC3-trans

PC3-trans

PC3-trans

F1=Help F2=LHelp F3=Quit F4=Search F5=Refresh F9=KHelp F10=Menubar

Trans(+)=Select Space=Mark Ins=Markall Del=UnmarkAll Tab=Info BackSp=MarkField

2.6.  Single Uniform Retrieval Format (SURF).  All SURFs created by PC-III applications are stored in this directory.  To access from the OA menu, highlight Single Uniform Retvl Format, press TRANSMIT.  Your screen should be similar to the one below.

[oadir]





Surfs Directory
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/carenh/Surf/

Personal Data - Privacy Act of 1974

X
 Package Name
OA Keys
Size
Date
Type


..


-


1792


01/23/95


Dir
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2.7.  Prelude Information System.  Prelude is an integrated software package that allows you to do simple office automation functions in your own private directory.  The package includes a word processor, general spreadsheet, database function, business graphics, calendar function, and Email system.  The Email system allows you to send and receive private mail to and from other users on your endpoint.  Files created using Prelude can be edited, printed, or mailed to other PC-III users.  Files from other PC-III applications can be edited using Prelude.  Note, Prelude is a commercial soft-ware package, and its function keys are mapped differently than the function keys in PC-III.  For more information on Prelude, see the AT&T user’s manuals maintained by the GSA.  To access Prelude, from the OA menu, highlight Prelude Information System and press TRANSMIT.  The screen on the next page appears.

[oaprelude]


PC-III Office Information System


Wed  Feb 13 13:18

Prelude Home: /usrb/PRIVATE/wbrist04







Welcome to the Office Information System.

All applications under the Office Information System except

for “List Private Directory” are Prelude applications.

Keystrokes in Prelude are different from those used in PC-III.

For guidance on the different keystrokes, press the F2 Key

while on the Main Menu.  If additional help is needed, see

your Endpoint System’s Administrator for the Prelude 

Reference Manuals.







[Hit return to continue]

F1=Help F2=LHelp F3=Exit F5=Refresh F9=KHelp Transmit(+)=Select

Press RETURN and the main menu for Prelude, similar to the one below, is displayed.

[oaprelude]



PC-III Office Information System


Wed  Feb 13 13:18

Prelude Home: /usrb/PRIVATE/wbrist04


Main Menu

List Private Directory

Authentication

Business Graphics

Calendar

Electronic Mail

Personal Administration

Personal Database

Personal Filing

Project Manger

Spreadsheet

User Information

Word Processor

Editor

Quit

F1=Help F2=LHelp F3=Exit F5=Refresh F9=KHelp Transmit(+)=Select

2.8.  PC-III Coordination Processes.  Using the PC-III coordination process, you can forward a file to users in different CSSs, offices or MPF workcenters, where they can review, agree, disagree, edit, or add comments to the file before forwarding it to the next addressee or return it to the initiator; or in some cases terminate the coordination.

2.8.1.  The files in a coordination directory are manipulated using the menu option commands discussed in paragraphs 2.2.1 through 2.2.21.  However, there are option commands unique to the coordination process, and these unique options are discussed in the following paragraphs.

2.8.1.1.  Save.  This command is used to save changes to the coordination route when the Insert, Reset, or Delete commands are used.  To use this option, highlight Save and press TRANSMIT after the steps for Insert, Reset, or Delete have been used as described below.  NOTE:  It is not necessary to use the Save command if the file is forwarded, completed, or terminated at the time the changes in routing occur.

2.8.1.2.  Forward.  This option is used to forward a coordination file to the next reviewer.  To use it, highlight Forward and press TRANSMIT.  Make sure any necessary comments have been added, as described below.

2.8.1.3.  Complete.  This option will stop the routing of the coordination file, and in some instances, send out an update transaction.  To use this option, highlight Complete and press TRANSMIT.  NOTE:  The only office that should use this option is the owner of the coordination file.  If a reviewer along the file route uses this option, no one else will be able to review the coordination file, and the update transaction could be sent prematurely to the SBLC.

2.8.1.4.  Terminate.  This option allows a coordination file to be terminated without sending an update transaction or completing the route path.  To use it, highlight Terminate and press TRANSMIT.  NOTE:  The only office that should use this option is the owner of the coordination file.  Use extreme caution before executing this option.

2.8.1.5.  Insert.  This option allows a user to add more addresses to a route path or reroute a file to a previous addressee to receive a coordination.  To add another addressee to the route path, highlight the addressee above where the new one is to be added.  Press F10, highlight Insert, and press TRANSMIT.  A window will display the following choices, MPF/ CPF, UNIT, GROUP, and TABLE.  The search parameters can be limited by typing in specific information and pressing TRANSMIT.  If the specifics are not known, press TRANSMIT and the local address table will be displayed.  The table option allows you to access either local or worldwide tables.  Select the addressee wanted, mark it with an X, and press TRANSMIT.  NOTE:  Insert new users only after user types that are listed as Current or Future.

2.8.1.6.  Delete.  This option allows a user to remove an addressee from a route path.  Required reviewers cannot be deleted.  To remove an addressee, highlight it, press F10, highlight Delete, and press TRANSMIT.  NOTE:  Be sure to use the Save option now if the file will not be forwarded, completed, or terminated at this time.

2.8.1.7.  Comment.  A comment file can be added to the package with this option.  To use it, highlight Comment and press TRANSMIT.  The five commands available under Comment are listed below.  To use any of these options, highlight the command and press TRANSMIT.  NOTE:  You are not prompted that a Comment file exists.

2.8.1.7.1.  View.  Allows comments to be reviewed by anyone in the routing chain.  Comments are identified by the login of the user who added them.

2.8.1.7.2.  Print:  Allows comments to be printed by any user in the routing chain.

2.8.1.7.3.  Add.  This option would be used if a reviewer wanted to comment on the coordination file to explain agreement or disagreement with the file.  If this option is chosen, it is not necessary to select options Agree or Disagree.

2.8.1.7.4.  Agree.  This option would be used if a reviewer agreed with the coordination file.  A comments file Agrees with information in package would be attached to the coordination file.

2.8.1.7.5.  Disagree.  This option would be used if a reviewer disagreed with the coordination file.  A comments file Disagrees with information in package would be attached to the coordination file.

2.8.1.8.  Reset.  This option is only available to the historian of an action and allows a coordination file to be sent through coordination again.  For example, if a coordination file is disapproved, it can be returned to the initiator for appropriate changes and go back through the coordination process.  This saves redoing the entire file over again.  To reset the coordination file, highlight the addressee that should receive the file next, press F10, select Reset and press TRANSMIT.  All addressees listed after and including the marked addressee whose status indicates Delivered will become Future addressees.  In addition, the addressee preceding the marked addressee will become the Current addressee.  The Forward option can now be used to send the coordination file to the current addressee’s Incoming Coordinations area.

2.8.2. Incoming Coordinations Directory.  In this directory, you receive files that require your coordination.  To coordinate on a file, from the OA menu, highlight Incoming Coordinations and press TRANSMIT.  The Incoming Coordinations directory is now displayed, highlight the file you want to act on and press F10 to access the menu bar.  Highlight Coord, and press TRANSMIT.  An Addressee Clear Text screen, similar to the one below is displayed.  Press F10 to display the menu option commands.



This screen shows all offices required to coordinate on the file.  The initiator is the office that generated the coordination file or the owner’s office in the MPF, current is where the file is located now, future is the office(s) that still need to coordinate on the file, and history is the owner’s office.  Offices that have an R in the far right column are required to review the file.  Each time a file is acted on, the status file is updated for all previous reviewers.

2.8.3.  Coordination Status Directory.  This directory provides information on the progress of a coordination package.  A status file is maintained on each active coordination package.  Each time a package is forwarded, completed, or terminated, an updated status file is sent to each addressee listed.  Each addressee should delete the status file when it is no longer needed.  To check the status of a file, at the OA menu, highlight Coordination Status, press TRANSMIT.  The Coordination Status directory, similar to the one below, is displayed.  Press F10 to display the menu option commands.


2.8.4.  History Coordinations Directory.  This directory shows all coordination files you own.  Also, during the coordination process, the copy in this directory is updated to reflect changes made by reviewers.  To access this directory, at the OA menu, highlight History Coordinations, and press TRANSMIT.  The History Coordinations directory, similar to the one below, is displayed.



2.9.  Report On Individual Personnel (RIP).  This directory serves as a central storage and processing area for RIPs.  When you run an application that generates a RIP, or a RIP is produced by action on the SBLC/DMC, it is saved in this directory.  To access, from the OA menu, highlight Rpt on Individual Personnel and press TRANSMIT.  A screen, similar to the one below, is displayed.  Press F10 to access the menu option commands.



2.10.  Transaction Registers (TRs).  This directory serves as the central collection and processing point for TRs created by end-of-day suspense routines on the SBLC/DMC.  To access, from the OA menu, highlight Transaction Registers and press TRANSMIT.  Press F10 to display the menu option commands.

Chapter 3

ADMINISTRATIVE APPLICATIONS

3.1.  Introduction.  This chapter discusses Administrative Applications.  These are the applications that do not fit in any other category on the PC-III main menu.  To access, from the main menu, highlight Administrative Applications, press TRANSMIT, and the following menu is displayed.  Depending on the level of access granted, you may see different menu choices.

 [Menu]                     PC-III Menus - (206030)            Tue Mar 21 15:39

  Custom_Options  Display_Environment  Quit

 Unit: 21 MSSQ (DPMYCP)                Office: Orderly Room

 Driver:   up       OA-Products: yes      OA-Coord: no       OA-SURFs: no

 Database: up       OA-Updt-Rej: NEW      OA-Email: no       Email:    no

 Menu-Path: Menus/Admin/


 Admin
   Administrative Applications

 Retro/af1945        Create AF Form 1945-Problem Rpt

 passwd              Change Your Password

 Sys/accltr          PC-III Access/Deletion Request

 Sys/docread         Release Documentation/BLPS 002s

 tblm03              Maintain Letter Head Information

 tblm03r             Maintain Reply Block Information

 Ds/autoor           Produce AUTOs Travel Order

 Ds/amenor           Produce AUTOs Travel Amend

 DFF/pc3vt           PC3VT Emulator Update

F1/F2=Help Esc/F3=Previous_Menu F4=Search F5=Refresh F9=Key_Help F10=Menubar

3.2.  Create AF Form 1945, Problem Report.  This application creates a laser printer AF Form 1945, Problem Report, used to identify problems with applications and hardware.  All users have access to the form, and it should be completed by the user detecting the system problem.  If the problem is with a PC-III application, forward the form to the MPF OPR responsible for that application.  If the problem is with hardware, forward the form directly to the GSA.  Units or staff agencies should not forward any forms directly to AFPC, as they will be returned without action to the GSA.

3.2.1.  To access, from the Administrative Applications menu, highlight Create AF Form 1945-Problem Rpt, press TRANSMIT.


PLEASE SELECT ONE

 Active           

 Civilian         

 Guard 

 Reserve          

 Quit             

Select the type of problem report you want to submit, and complete the blanks as required.  After the initial page, up to six pages can be used to explain the problem.  The completed form appears in the Office Automation area.

AF Form 1945 (PERSONNEL SYSTEM EXCEPTION REPORT)       Page 1 of 7  

                                                                                

 TO: HQ AFPC/DPMDXF3               FROM:                                       

     550 C STREET WEST SUITE 24                                                 

     RANDOLPH AFB, TX 78150-4726                                                

                 DATE: 21 MAR 95                                                

       CONTROL NUMBER:                                                          

     FSA VERSION DATE:                                                          

 TABLE UPDATE CONTROL:                                                          

   MPF-IDENTIFICATION:                                                          

                                                                     (example)  

  Is this a PC-III Problem?    If "Y" then enter GWEP number:         002030    

 NAME AND GRADE OF PERSONNEL SYSTEM MANAGER:                                    

 ATTACHMENTS:              TELEPHONE NUMBER:                                    

 Record 1 of 1

F5=Refresh F9=Key_Help F10=Menu_Bar Esc=Cancel

3.2.2.  Remember, the AF Form 1945 is not used for new procedures or enhancements.  Note:  At this time, due to ongoing PDS Modernization efforts, there is a moratorium on changes to PDS.  Only system changes mandated by law (new legislation), DOD/AF-directed, and those needed to keep the current system working can be accepted.

3.3.  Change Your Password.  The PC-III password security system requires a change of password every 90 days.  However, if your password has been compromised, you can change your password at any time with this application.  Highlight pass-word on the Administrative Applications screen and press TRANSMIT.  The password is changed the same way as at the 90 day interval.  Enter your old password (the one you currently have) and select a new password from the choices offered.  If you have forgotten your password, contact your Endpoint Administrator (EPA) or PSM for assistance.


passwd:  Changing password for athoma31

Old password:

3.4.  PC-III Access/Deletion Request.  This application provides the capability to create/delete a user ID request.  This application will prompt the user for the SSAN and fill in the personal data for your password request.  User will be prompted for access level and approving authority.  The letter will be produced and forwarded to the requesters’ production area.  To review the information, highlight PC-III Access/Deletion Request on the Administration Application menu and press TRANSMIT

3.5.  Release Documentation/BLPS 002s.  This application provides information on PC-III system modifications.  Whenever there is a system modification, this area is updated to provide a summary and documentation of the changes.  You can view the documentation on screen, print it, or download it to a disk.  Make it a habit to review this documentation when you experience problems.  Your answer could be right there!  To review the information, highlight Release Documentation/BLPS 002S on the Administration Application menu and press TRANSMIT (see figure below).


 Select Documentation File                                             

 RDOCACT      Mar 6  07:01  Active Duty Release Documentation          

 RDOCEDC      Aug 13 1993   Education SVCs Release Documentation       

 RDOCGRD      Mar 6  12:11  Air National Guard Release Documentation   

 RDOCRES      Mar 6  12:13  Air Force Reserve Release Documentation    

 RDOCCIV      Mar 6  08:52  Civilian PC-III Release Documentation      

 QUIT                                                                  

                           F3=Exit F5=Refresh F9=Key_Help             Esc=Cancel

Next, select the documentation file you want to review and press TRANSMIT.  Highlight the option you want, (see figure below), and press TRANSMIT.


 Select Documentation File

 RDOCACT      Mar 6  07:01  Active   Select Option for RDOCACT

 RDOCEDC      Aug 13 1993   Educati  View                      on

 RDOCGRD      Mar 6  12:11  Air Nat  Print                     tation

 RDOCRES      Mar 6  12:13  Air For  Download                  ation

 RDOCCIV      Mar 6  08:52  Civilia






   ion

 QUIT

F3=Exit F5=Refresh F9=Key_Help             Esc=Cancel

If you select View, the documentation selected appears on screen.  Use F7 and F8 to scroll the page up and down.

3.6.  Maintain Letterhead Information.  This application provides the capability to update, add, delete, or view your CSS address information within PC-III.  The letterhead will print just like stationary letterhead.  When you choose this menu item, you get a screen similar to the one below.


 Letter Head Maintenance

 Update                 

 Add                    

 Delete                 

 View                   

 Quit                   


                          PC-III Release 17.1 Messages                         

 Please make a selection                                                       

3.6.1. When you make a selection, you are prompted to enter the PAS code for your CSS, (see figure below).

  

 Letter Hea

 Update     Letter Head Maintenance  

 Add        Enter PAS Code [        ]

 Delete

 View

 Quit

        


                          PC-III Release 17.1 Messages                         

3.6.2.  Select View from the menu, enter the PAS code, and the information for your CSS is displayed.

    

 Letter Head Maintenance

 Update                 

 Add                    

 Delete

 View                   User Message             

 Quit       DEPARTMENT OF THE AIR FORCE          

            21 MISSION SUPPORT SQUADRON (DPMYCP) 

            550 BASEMENT DWELLARS STREET         

            APACHE AIR FORCE BASE TEXAS          

            F3=Exit F7=PgUp F8=PgDn              


                          PC-III Release 17.1 Messages                         

 Looking for code EP1SFDGZ                                                     

 Viewing code EP1SFDGZ                                                         

                           F3=Exit F5=Refresh F9=Key_Help             Esc=Cancel

3.6.3.  To update the information in your letterhead, choose the Update command from the Letterhead Maintenance menu and enter your PAS code.  When the update screen appears, make the changes to your letterhead, and press TRANSMIT.


                 LETTERHEAD MAINTENANCE                      

 LINE 1                                                      

 DEPARTMENT OF THE AIR FORCE                                 

 LINE 2                                                      

 21 MISSION SUPPORT SQUADRON (DPMYCP)                        

 LINE 3                                                      

 550 BASEMENT DWELLARS STREET                                

 LINE 4                                                      

 APACHE AIR FORCE BASE TEXAS                                 

F5=Refresh F9=Key_Help F10=Menu_Bar Esc=Cancel

3.6.4.  When the table is finished updating, the following message appears, and the system returns you to the Letterhead Maintenance menu.





 User Message 

Process will be updating table lm03 with your

changes.  The update may run 3-4 minutes

on a busy system

F3=Exit F7=PgUp F8=PgDn

3.7.  Maintain Reply Block Information.  This application provides the capability to add, delete, update, and view the Reply Block information.  It allows you to build the 3-line reply address.  Most letters have the office symbol hard coded so check before you add it with this application.  From the Administrative Applications menu, highlight Maintain Reply Block Information, press TRANSMIT and a menu screen, similar to the one below, appears.


 Reply Block Maintenance

 Update                 

 Add                    

 Delete                 

 View                   

 Quit                   

To update the reply block, select Update from the Reply Block Maintenance menu and press TRANSMIT.  You receive a prompt to enter a PAS code.  Enter the PAS code, press TRANSMIT and a screen similar to the one below appears.


                REPLY BLOCK MAINTENANCE                      

 LINE 1                                                      

 21 MISSION SUPPORT SQUADRON (DPMYCP)                        

 LINE 2                                                      

 550 BASEMENT DWELLERS                                       

 LINE 3                                                      

 APACHE AIR FORCE BASE TEXAS                                 

Make your corrections to the Reply Block information and press TRANSMIT.  PC-III completes the table update as a background application.

3.8.  Produce AUTOs Travel Order (AUTOS).  AUTOS is designed to automate the generation, authentication, and certification of routine TDY travel orders and amendments.  It can support individual travelers, using up to three funds cites, and a maximum of 10 travelers using a single fund cite.  NOTE:  This application works only at locations where there is a single Finance/Travel Accounting office.

3.8.1. General Information.  SAF/FMPB allows order authentica-tion to occur at the local CSS using PC-III.  Information flows from the orders originator, to the approving official, to travel accounting, and back to the orderly room.  Each CSS maintains an orders log and the record copies of orders are filed locally.  Questions regarding system problems should be referred through proper channels to the GSA.  NOTE:  Be careful when updating fields in AUTOS.  Move from area to area on the screen by hitting the ENTER key.  Use the TRANSMIT key only if you are offered menu choices to complete a block of information on the order.  If you hit TRANSMIT inadvertently, the information is saved, and the application will end.  You will have to complete the order using the edit function in Office Automation.

3.8.2. Orders Originator.  The AUTOS process begins and ends with the orders preparer.  From the Administrative Applications menu, highlight Produce AUTOs Travel Order, press TRANSMIT, and a screen similar to the one below appears.


                   Enter SSAN of Primary Traveler:                             

                   Enter Record Type of Individual:                            

 Valid Record Types are:  "AA" for Active Duty Enlisted                        

                          "OA" for Active Duty Officer                         

                          "CA" for Active Civilian                             

                          "CL" for Local National Civilian                     

                           ADDITIONAL TRAVELERS:                               

 SSAN    Rcd-Type        SSAN    Rcd-Type        SSAN     Rcd-Type             

 2nd:                    3rd:                    4th:                          

 5th:                    6th:                    7th:                          

 8th:                    9th:                   10th:                          

 Press the transmit key after entering the last record type.                   

Next, enter the SSAN and the record type of the primary traveler, and any additional travelers in the appropriate areas.  PC-III researches the system and supplies the information that remains constant (for example name, rank, security clearance).
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 Primary Traveler: WOODS  JOHN A                SSAN: 123456789  Grade: MSG    

 Official Station: PETERSON AFB COL                      (Chg if reqd)         

              ZIP: -                                     (Chg if reqd)         

 Organization:     21 MISSION SUPPORT    SQ              (Chg if reqd)         

 Office Symbol:    MSPUX     Duty Phone: 5551212         (Chg either if reqd)  

 Type of Order:    ROUTINE   Sec Clearance: SECRET                             

 Approx No of Days TDY (Including travel time):                                

 Proceed O/A Date:  Day:     Month:      Year:                                 

 Variations Authorized:  (Yes/No)  NO  (default)                               

 Itinerary:                        Purpose of TDY: (   )                       

     From: PETERSON AFB COL                                                    

       To:                                                                     

       To:                                                                     

       To:                                                                     

   Return: PETERSON AFB COL                                                    

 Record 1 of 1

F5=Refresh F9=Key_Help F10=Menu_Bar Esc=Cancel

3.8.2.1.  After entering the SSAN and Record Type of the traveler(s), AUTOS generates a series of five screens.  The first screen, similar to the one above, lets you review or change the organizational and security data on the primary traveler.  You must also enter specific information about the TDY (Number of days, proceed date, itinerary, etc.).

3.8.2.2.  Separate blocks will appear when you reach the TDY purpose area, (see figure below).  Indicate whether the TDY is an Admin or a Mission TDY and hit TRANSMIT.
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 Primary Traveler: WOODS  JOHN A                SSAN: 123456789  Grade: MSG    

 Official Station: PETERSON AFB COL                      (Chg if reqd)         

              ZIP: -                                     (Chg if reqd)         

 Organization:     21 MISSION SUPPORT    SQ              (Chg if reqd)         

 Office Symbol:    MSPUX     Duty Phone: 5551212         (Chg either if reqd)  

 Type of Order:    ROUTINE   Sec Clearance: SECRET                             

 Approx No of Days TDY (Including travel time): 11                             

 Proceed O/A Date:  Day: 12  Month: JUN  Year: 95                              

 Variations Authorized:  (Yes/No)  NO  (default)                               

 Itinerary:                        Purpose of TDY: (   )                       

     From: PETERSON AFB COL                                                    

       To: WASHINGTON D.C.                                                     

       To:                                                                     


Make Your Selection  F4=Search 

ADM

MSN









  Bar Esc=Cancel

When the list of reasons appears, (see figure below), high-light the appropriate one and hit TRANSMIT.  You can add remarks to clarify the purpose/reason for the TDY.  Remember, move through the blocks with the ENTER key.
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Primary Traveler: WOODS  JOHN A                SSAN: 123456789  Grade: MSG     

Official Station: PETERSON AFB COL                      (Chg if reqd)          

             ZIP: -                                     (Chg if reqd)          

Organization:     21 MISSION SUPPORT    SQ              (Chg if reqd)          

Office Symbol:    MSPUX     Duty Phone: 5551212         (Chg either if reqd)   

Type of Order:    ROUTINE   Sec Clearance: SECRET                              

Approx No of Days TDY (Including travel time): 11                              

Proceed O/A Date:  Day: 12  Month: JUN  Year: 95                               

                               o)  NO  (default)                               

Make Your Selection  F4=Search                                                 

SITE VISIT                         Purpose of TDY: (MSN)                       

INFORMATION MEETING                                                            

TRAINING ATTENDANCE                                                            

SPEECH OR PRESENTATION                                                         

CONFERENCE ATTENDANCE                                                          

ENTITLEMENT TRAVEL                                                             

SPECIAL MISSION TRAVEL        

OTHER TRAVEL                  









 Bar Esc=Cancel

3.8.2.3.  The screen, below, shows the name, SSAN, grade, security clearance and office symbol of additional travelers.  You can change the office symbol if required.
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              Name                 SSAN     Grade   Sec Clear   Off Sym       

                     Change office symbol if required.                        
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         TRANSPORTATION                               PER DIEM                 

 Govt Provided Trnsp Yes/No   NO       Authorized IAW JTR   $    .00           

 MAC Trnsp Authorization     $    .00  Other Rate (specify)                    

 Transportation Request      $    .00                       $    .00           

 Privately Owned Conveyance  $    .00                                          

 Travel Warrant              $    .00  Other Costs (specify)                   

 Other (specify)                                                               

                             $    .00                       $    .00           

 Fund Cite:                                                                    

If applicable: CIC                    BCE WO/JOCAS #           ESP Code        

Fund Cite:                                                                    

If applicable: CIC                    BCE WO/JOCAS #          ESP Code        

F1=Help F5=Refresh F9=Key_Help F10=Menu_Bar Esc=Cancel

3.8.2.4.  The third screen, shown on the bottom of the last page, is used to record the projected transportation and Per Diem costs of the TDY.  If the accounting classification is normally entered by an individual in the CSS (not travel accounting), then the orders preparer should enter the information; otherwise, it should be left blank.

3.8.2.5.  The fourth screen, shown below, is used to indicate if any items on the reverse side of the order apply.  It is also used to type any additional remarks, and to indicate the issuing headquarters and distribution for the order.
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                                   REMARKS                                     

  Applicable Item(s)                                          on reverse apply.

  ADDITIONAL REMARKS:                                                          

  ISSUING HQ:                                                                  

              PETERSON AFB COL                                                 

  DISTRIBUTION                                                                 

F5=Refresh F9=Key_Help F10=Menu_Bar Esc=Cancel

3.8.2.6.  The final screen, shown below, contains the blocks to record the order number and date.  When you have completed this screen, the originator's portion of the order is done.  Review the previous pages by using the space bar or the PgUp/ PgDn keys to move from screen to screen.  If all the information is correct, press TRANSMIT.  PC-III completes the application in the background.  You must then use the Office Automation function to forward the order to the TDY approving official.
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 Enter the applicable travel order number and date from your CSS orders log:  

      Order #:           Order Date:    Day:     Month:      Year:             

      You have now completed all screen entries to initiate an automated       

   travel order.                                                               

       To review/change input:                                                 

           - press the "Space Bar" or "Pg Dn" to advance to the next page      

           - press "Pg Up" to go to the previous page                          

           - press "Enter" to advance to the desired field                     

 Once finished, press the transmit key.  Be sure to forward the order to the   

   approving official using Office Automation.                                 

F5=Refresh F9=Key_Help F10=Menu_Bar Esc=Cancel

3.8.2.7.  Route the AUTOS request to The TDY Approving Official by selecting Office Automation (OA) from the PC-III main menu.  From the OA menu, select Incoming Coordinations and press TRANSMIT.  A screen similar to the one below appears.

  

 X     Package Name        Initiator        OA Keys         Date/Time       Stat 


   ..                      -         -                      01/23/95  15:35 dir  

     Automated TDY Order   athoma31  123456789/WOODS  JOHN  3/27/95   08:43 pend 

     Trashcan              -         -                      03/14/94  15:46 dir  

                           -         -                                           

 F1=Help F2=LHelp F3=Quit F4=Search F5=Refresh F9=KHelp F10=Menubar

 Trans(+)=Select Space=Mark Ins=MarkAll Del=UnMarkAll Tab=Info BackSp=MarkField

Mark the record you want, select Coord from the top line menu and press TRANSMIT.  Highlight the future action Addressee for the TDY Approving Authority, (see figure below), select Forward in the top line menu, and press TRANSMIT.  The order is forwarded by PC-III to the TDY Approving Authority.


 Keys:     [123456789/WOODS  JOHN A]                                           

 Title:    [Automated TDY Order]                                               

 OA ID:    [206030.08695.15387.084320]                                         


Addr                      Addressee Clear Text                    Type        

0001  31ST SUPPLY SQ                - Orderly Room                Initiator   

0002  31ST SUPPLY SQ                - Orderly Room                Current   R 

0003  31ST SUPPLY SQ                - TDY Approving Authority     Future    R 

0004  TRAVEL PAY                    - Travel Pay                  Future    R 

0005  31ST SUPPLY SQ                - Orderly Room                Future    R 

0006  31ST SUPPLY SQ                - Orderly Room                History   R 

                                -                                             

 F3=Exit F4=AddrInfo F5=Refresh F10/Transmit(+)=Menu Bar

3.8.3.  TDY Approving Authority.  The TDY approving authority must review and approve the order in PC-III.  Select Office Automation from the main menu, choose Incoming Coordination, highlight the record to be worked with and press TRANSMIT. Select Edit on the top line menu and press TRANSMIT.  The series of five screens used by the orders preparer appear for review by the approval authority.  Move from screen to screen using the space bar or the PgUp and PgDn keys.  Within each screen, use the ENTER key to move from block to block.

3.8.3.1.  The fifth screen, shown on the next page, is used to approve or disapprove the TDY order.  Complete the signature block if the order is approved and use Office Automation to forward the order to Travel Pay using the procedures outlined in paragraph 3.7.2.7.  Substitute Travel Pay for TDY Approval Authority in the Future coordination area.  Leave the signature block blank if the order is disapproved and complete the REASON FOR DISAPPROVAL block.  If the order is disapproved, select Complete Coordination in Office Automation instead of Forward.  The orders originator will see that the order was terminated when they check Coordination Status, and can use the View option to determine the reason for return.
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  - To approve the order, enter your name and title below.  Ensure the order    

    number and date fields are completed.                                       

  - To disapprove the order, leave the signature information blank, and enter   

    the reason for disapproval.                                                 

 APPROVED:  Name:                                       Order #:                

            Title:                                      Order Date: 00          

  REASON FOR DISAPPROVAL:                                                       

 Once finished, press the transmit key.  Use Office Automation to either        

 forward the approved order or to complete coordination (disapproved order).    

3.8.4.  Travel Pay.  The certifying official in the travel pay section also uses OA to select the applicable AUTOS file.  Travel pay ensures funds are available and verifies the accounting classification.  Minor editing to correct both monetary estimates and accounting classifications is allowed.  If the order is approved, travel pay forwards the order back to the order’s originator.  If funds are unavailable, or the order has invalid information, the travel order number and date are deleted, and an explanation included in the Reason for Return section.  NOTE:  Instead of selecting Forward to Next User in Office Automation, select Complete Coordination.

3.8.5.  Orders Originator (Upon Return of Order).  The orders originator can check the status of the order at any time by selecting Coordination Status from the OA menu.  From the Coordination Status menu, select the file you want, and press F10.  From the menu option commands, select View.  A screen similar to the one on the next page is displayed.

Action         Unit               Office             User       Date/Time

-------------  -----------------  -----------------  ---------  -------------

Initiated By:  FDGZ               ordroom            athoma31  03/28/95 08:57

Forwarded To:  31ST SUPPLY SQ     Orderly Room       athoma31  03/28/95 08:57

Received By:   31ST SUPPLY SQ     Orderly Room                 03/28/95 08:57

Edited By:     31ST SUPPLY SQ     Orderly Room       wbrist31  04/18/95 14:03

Forwarded To:  31ST SUPPLY SQ     TDY Approving Aut  wbrist31  04/18/95 14:04

Received By:   31ST SUPPLY SQ     TDY Approving Aut            04/18/95 14:04

----------------------------------------------------------------------------

Addr  Addressee Unit Clear Text     Addressee Group Clear Text     Type

----  ----------------------------  -----------------------------  ---------

0001  31ST SUPPLY SQ               -Orderly Room                   Initiator

0002  31ST SUPPLY SQ               -Orderly Room                   Delivered

0003  31ST SUPPLY SQ               -TDY Approving Authority        Current

0004  TRAVEL PAY                   -Travel Pay                     Future

0005  31ST SUPPLY SQ               -Orderly Room                   Future

0006  31ST SUPPLY SQ               -Orderly Room                   History

/usrb/pc3/tmp/oaview2.a007Gu END F2=Help F3=Exit F4=Search F5=Refresh F7/8=Pg_

3.8.5.1.  Once the order has been finalized and a travel order number has been assigned, the order may be printed on the laser printer.  To print the order, from the OA menu, high-light Incoming Coordinations, and press TRANSMIT.  Select the file you want and move to print on the top line menu.  Press TRANSMIT, and the OA Print Panel appears, (see figure below). Indicate the number of copies wanted and press TRANSMIT.


   PRODUCT NAME     FORM TYPE  COPIES    SELECTED PRINTER     OPTIONS  PAGES   


   Automated TDY O  SS LASER    [1 ] [laser1|Behind_Steve's-De] [*] [    -    ]

F1=Help F2=LHelp F3=Cancel F5=Refresh 1-99=#Copies Transmit=Print

3.9.  Produce AUTOS Travel Amend.  The AUTOS Travel Amendment application works the same as the basic AUTOS process described in paragraph 3.7 above.  The orders preparer also initiates the amendment.  Select Office Automation (OA) from the PC-III main menu, highlight Administrative Applications and press TRANSMIT.  Select AUTOS Travel Amendment and press TRANSMIT again.  Enter the SSAN and Record Type of the primary traveler and any other travelers and hit TRANSMIT.  A series of eight screens will appear to amend the order.  Move through the screens with the ENTER key and from screen to screen with the space bar and the PgUp and PgDn keys.  You can amend, revoke, or rescind a TDY order.

3.9.1. The first screen, shown next page, lets you review or change the organization data on the primary traveler.


   Request and Authorization for Change of Administrative Orders   Page 1 of 8 

 Primary Traveler: WOODS  JOHN A                SSAN: 123456789  Grade: MSG    

 Official Station: PETERSON AFB COL                     (Chg if Reqd)          

              Zip: 91850-5590                           (Chg if Reqd)          

 Organization:     21 MISSION SUPPORT    SQ             (Chg if Reqd)          

 Office symbol:    MSPUX                                (Chg if Reqd)          

 Duty Phone No:    5567525                              (Chg if Reqd)          

 Type of Orders:   ROUTINE                                                     

3.9.2.  The second screen is essentially the same as the one above.  On this screen you can change the office symbol of any of the secondary travelers.

3.9.3.  The third screen, similar to the one below, is used to indicate if the order is being amended, revoked, or rescinded. To revoke or rescind a TDY order, mark the appropriate block with an X, enter the order number, date, and press TRANSMIT. PC-III completes the application in the background.  Remember to forward the order to the TDY Approval Authority for action just as you did with the original order.


   Request and Authorization for Change of Administrative Orders   Page 3 of 8 

   The following order is:                                                     

       ( ) Amended                                                             

       ( ) Rescinded                                                           

       ( ) Revoked                                                             

   Basic order number:            Date - Day:   Month:    Year:                

   Previously amended by:            Date - Day:   Month:    Year:             

F5=Refresh F9=Key_Help F10=Menu_Bar Esc=Cancel

3.9.4.  If you are amending a TDY order, indicate Amend, as shown above, complete the order number information and move to the next screens without transmitting the order.  The fourth screen, shown below, and the fifth screen, shown on the next page, are used to amend portions of the order, or add or delete items as appropriate.


  Request and Authorization for Change of Administrative Orders   Page 4 of 8 

  Amendment:                                                                  

      A. As reads:                                                            

          Is amended to read:                                                 

F5=Refresh F9=Key_Help F10=Menu_Bar Esc=Cancel


  Request and Authorization for Change of Administrative Orders   Page 5 of 8 

      B. Is amended to include:                                               

      C. Is amended to delete:                                                

      D. Additional amendments:                                               

F5=Refresh F9=Key_Help F10=Menu_Bar Esc=Cancel

3.9.5.  The sixth screen, shown below, is used to amend accounting data.  Change data as appropriate and move to the next screen.

  Request and Authorization for Change of Administrative Orders   Page 6 of 8 

 ACCOUNTING CITATION:                                                         

 1.                                                                           

 Customer Identification Code (CIC):                    (must be entered if   

     use of MAC aircraft is anticipated)                                      

 BCE workorder or JOCAS number (if applicable):                               

 ESP Code (if applicable):                                                    

 Remarks:                                                                     

3.9.6.  The seventh screen, similar to the one below, is used to update the issuing headquarters and distribution.  It also contains the new order number and date.


   Request and Authorization for Change of Administrative Orders   Page 7 of 8 

             DEPARTMENT OF THE AIR FORCE                                       

 Issuing HQ:                                                                   

             PETERSON AFB COL                                                  

 DISTRIBUTION:                                                                 

 Order #         Order Date:  Day:   Month:    Year:                           

3.9.7.  The eighth screen, shown on the next page, advises the orders preparer that all screen entries required for the amendment have been completed.  Use the space bar or the PgUp and PgDn keys to review any of the previous screens as necessary.  When the review is complete, press TRANSMIT to exit the application.  Remember to use Office Automation to forward the amendment to the TDY Approval Authority.


   Request and Authorization for Change of Administrative Orders   Page 8 of 8 

       You have completed all screen entries to initiate an automated travel   

   amendment.                                                                  

       To review/change input:                                                 

           - press the "Space Bar" or "Pg Dn" to advance to the next page      

           - press "Pg Up" to go to the previous page                          

           - press "Enter" to advance to the desired field                     

       To exit, press the transmit key. Be sure to forward the amendment to    

   the Approving Official using Office Automation.                             

3.9.8.  The TDY Approving Official and Travel Pay must use the procedures outlined in paragraphs 3.7.3 and 3.7.4 to act on the amendment, revocation or recession of the order.  Use the Office Automation, Coord and Forward procedures to complete actions as appropriate.

3.10.  PC3VT Emulator Update.  This application is used to upgrade pc3vt terminal emulation software.  You must be using pc3vt to run this application.  It allows you to download PC3VT for regular DOS operations or it allows you to download WINPC3VT for use in windows.  Contact the PSM for assistance on running this application.

Chapter 4

MILITARY FUNCTIONAL APPLICATIONS

4.1.  Introduction.  In this chapter we outline the major personnel update actions and processes available through the Military Functional Applications.  Within the Military Functional Applications there are over 200 update/process screens available.  It is not practical to list them all; however, we will examine some of the major and more frequently used update actions and processes.  A complete list of the  PC-III menus/screens available to the MPF and the orderly room are at Attachments 1 and 2, respectively.

4.2.  Customer Service Menu.  Within this application the following update actions are available:  Family Care Responsibilities, Family Member Dental Plan (MPF only), dependent and joint assignment data (MPF only), name change (MPF only), airman assignment preference, religious denomination, incoming sponsor data, and citizenship and place of birth data (MPF only). Also available is the ability to display decorations and awards by precedence.

4.3.  Personnel Employment Menu.  Within the Personnel Employment area there are over 40 updates/processes available.  The major areas are Duty Status updates, TDY reporting, Manning updates, Personnel Reliability Program updates, READY Program updates, Classification updates.

4.3.1.  Through the Duty Status menu you have access to the following areas:  Absent Without Leave - AWOL, Confinement, Deserter, Commanders Report of Inquiry, Produce DD Form 553, Produce DD Form 616, Lost Time (Bad Time) Reporting, Return From Confin/AWOL/Deserter, Individual Duty Status Inquiry, Hospital/Sick in Qtrs, Not PFD Other/Jury Duty, Whereabouts Unknown, Return PFD - Non-TDY, Cancel Proj TDY/Hosp/Other, Correct Current D/S Data, Production of AF Form 2098.

4.3.2.  Through the TDY Reporting menu you have access to the following areas:  Report/Project TDY Departure, Reproject TDY Departure, Return PFD From TDY, Correct TDY Data, Delete Proj/Current TDY, TDY Accumulator/History Update.

4.3.3.  Through the Manning menu you have access to the following areas: Airman General Data Update, Officer General Data Update, Current Position Number Update, Correct Current Duty Title, PCA Action - Airmen, No-Show Confirmation - Off/Amn, Projected Duty Update - Inbound, Arrival Confirmation - Off/Amn, Unprojected Gain - Airman (MPF only), Unprojected Gain - Officer (MPF only), Manning Control File Bypass.

4.3.4.  Through the Personnel Reliability Program menu you have access to the following areas:  PRP Inquiry, AF Form 286 Completion, AF Form 286a Completion, Temporary Decertification Letter, PRP Update Notification, PRP Change Entry, PRP Delete Entry, Produce Notification/Susp Log, Formal Certification/Recert, Interim/Admin/Formerly Cert, Permanent Decertifications, Temporary Decertifications.

4.3.5.  Through the READY Program menu you have access to the following areas:  READY Individual Inquiry, READY Program Update, READY Requirements Update.

4.3.6.  Through the Classification menu you have access to the following areas:  Airmen AFSC Update, Officer AFSC/Duty Info/PCA, Airmen SEI Update Only, Redesignate/Withdraw AFSC.

4.4  Readiness Menu.  You use this menu to update deployment available data and access the Deployment Availability Inquiry.

4.5.  Personnel Relocations Menu.  Within this area there are two major menus, assignments, and separations.

4.5.1. Through the Assignments menu you can update the following areas:  assignment availability data, assignment limitation data, reclama actions, in-system assignment requests (such as, base of preference, and join spouse), update of port call data, and produce automated PCS orders and amendments.

4.5.2.  On the Separations menu the following update actions/processes are available:  separation data inquiry, officer voluntary separation application, request for voluntary or involuntary separation, cancel requested separation, change/cancel projected separation, retirement application, DD Form 214 processing, and automated separation order.

4.6.  Career Enhancement Menu.  Seven major areas are available on this menu, and they are:  evaluations, decorations, reenlistments, promotion and testing, UIF/Control Roster, and Weight Management Program and Fitness.

4.6.1.  Within the Evaluations section you have access to the following processes/update actions:  prepare EPR/OPR/LOE form, update reporting official, project OPR/EPR data, report new OPR/EPR, correct EPR history, and delete erroneous EPR.

4.6.2.  The Decorations menu allows you to update decoration data, AF Good Conduct Medal data, and Campaign Service and Award data.

4.6.3.  From the Reenlistments menu, you can update CJR and SRB actions, extension of DOS/ETS (automated AF Form 1411), and reenlistment eligibility status.

4.6.4.  From the Promotions and Testing menu you have access to the following processes/update actions:  prepare AF Form 709, enlisted promotion and testing info, denial of promotion, test score updates, and update of RegAF appointment data.

4.6.5. From the UIF/Control Roster Program menu you update UIF and Control Roster data.

4.6.6.  The Weight Management Program (WMP) menu allows you to update WMP data, calculate body fat, and produce the automated AF Form 108 and the body fat standard letter.  Fitness menus allow updates to exception codes and exemption expiration date.

4.7.  Base Training Menu.  This menu allows you to update OJT data and CDC enrollment info.

4.8.  Individual Mobilization Augmentee (IMA) Menu.  These  screens allow you to update IMA info.

Chapter 5

LOCATOR

5.1.  Introduction.  The PC-III Locator is a dynamic tool that provides you access and capabilities that make squadron locator programs obsolete.  There are seven selections available (orderly room menu):  ACCELL Active Duty Locator, ACCELL Civilian Locator, ACCELL Help (Key Information), Active Duty Update, Civilian Update, ACCELL IMA Locator, and IMA Update.  The screens are similar for Active Duty, Civilians and IMAs.  For our purposes, we will discuss and use the Active Duty screens, as well as look at the Help screen.  To access, at the main PC-III menu highlight Locator Information, press TRANSMIT, and the following screen is displayed.

[Menu]                     PC-III Menus - (206002)            Wed Mar 22 08:28

  Custom_Options  Display_Environment  Quit

 Unit: PC-III Special Logins           Office: Endpoint System Administrator

 Driver:   up       OA-Products: NEW      OA-Coord: no       OA-SURFs: no

 Database: up       OA-Updt-Rej: NEW      OA-Email: no       Email:    no

 Menu-Path: Menus/locator/


 locator




Locator Information                                 


Active/locate


ACCELL Active Duty Locator


Locator/locator

ACCELL Civilian Locator


Misc/achelp



ACCELL HELP (Key Information)


Locator/actupdt

Active Duty Update


Locator/civupdt

Civilian Update


Active/imaloc


ACCELL IMA Locator


Locator/imaupdt

IMA Update


F1/F2=Help Esc/F3=Previous_Menu F4=Search F5-Refresh F9=Key_Help F10=Menubar

replace ¦not stored      ¦update ¦     ¦record     1 of     1¦

 The above line is called the STATUS line.  It displays the current action,

 record number, and mode.






Welcome to ACCELL!  ACCELL is a database





management system written by AT&Ts UNIFY





Corporation.  Because ACCELL applications





offer many unique options some of the keys





you will use are different than other





standard PC-III applications.  The next





screen will give you an ACCELL KEY summary.





This screen points to several items of





interest that are common to ACCELL screens.

 Press F4 to go to NEXT FORM      <----- This is called the FYI Line

 F1  Fld Help¦F2  Sys Help¦F3  Prv Form¦F4  Nxt Form¦F5  Refresh ¦F7  Prev Pg

 F8  Next Pg  F9  Exit     F13 Clr Add  F14 Add/Upd  F16 1st Rec  F10 More Key

5.2. ACCELL.  ACCELL is a database management system.  Because ACCELL applications offer many unique options, some of its F keys function differently than PC-III F keys.  Select ACCELL Help (Key Information) from the Locator menu to display the ACCELL Help keys.  The screen at the bottom of the previous page is displayed. Press the F2 key to access the ACCELL/MANAGER Help Screen.  After pressing F2, a screen similar to the one below is displayed.


                         ACCELL/MANAGER HELP SUB-SYSTEM                        

  The Help sub-system contains information on selected Manager topics.         

  Move through the selection menu below using the up arrow and down arrow.     

  Select a menu item using  MENU SELECT .                                      

  Return to the Manager using  EXIT HELP .                                     

                                                                              

                       Select one of the following items                    

   1. User Commands                    6. Updating a Record                 

   2. Moving between Forms             7. Deleting a Record                 

   3. Using Information Levels         8. Editing Screen Field Data         

   4. Adding a Record                  9. Zooming to a Form                 

   5. Finding a Record                10. Help about Help                   

                        ENTER SELECTION:                                    

F1  Quit Hlp¦F2  Sys Help¦F3  Cancel  ¦F5  Refresh  ¦F9  Exit  F10 More Key

5.3.  ACCELL Active Duty Locator.  By selecting the ACCELL Active Duty Locator option, you receive a screen that looks like the one below.







M I L I T A R Y
L 0 C A T 0 R



Name:






SSAN:


 Grade:

Type:  AA,OA


Office Symbol:


  Duty-Phone:


 PAS-CODE:





Unit:








DEROS:

Mailing Address:








Marital Stat

  Local Address:








# OF DEPNS



  Home Phone:

F3 Prv Form|F5 Refresh  |S_F7 Lst Rcd|F9  Exit
|F-1l Clr FindIF12 Find 

End Rt Mar |Home Lf Mar |Fll Clr Find|F12 Find
|F10 More Key

Using this screen you can do a search on any of the items in the top block of the form.  You can search by name, SSAN, grade, type (or record id), office symbol, duty phone, and PAS code.  You can use wild cards (“*” or “?”).  Move from item to item by using the RETURN key (not TRANSMIT!).  The RETURN key moves you to only the fields where you can enter data.  You can also enter nothing, press F12, and select all personnel in your CSS.  Although it appears that you can only enter one SSAN at time, you can enter multiple SSANs.  Follow each SSAN with a comma (no spaces!!).  The SSANs move to the left as each new one is entered.  Please pay particular attention to the different function keys while using this application.

5.4.  Active Duty Update.  One of the true benefits of the PC-III Locator is the ability to not only look at the locator information, but also with the help of the update screen to make changes.  When you select Active Duty Update, you are prompted to enter the member’s SSAN and record-id (i.e., OA for active officer or AA for active airman).



[Locator/ssanmil]

Privacy Act of 1974 Applies
Mon Feb 6 10:43

SSAN PROMPT SCREEN









ENTER SSAN:









ENTER RECORD-ID:


PC-III Release 17.0 Messages



 Record 1 of 0



 F5=Refresh F9=Key_Help FlO=Menu-Bar Esc=Cancel
After entering the member’s SSAN and record-id, press TRANSMIT, and a screen like the one on the next page is displayed.

[Locator/update]         Privacy Act of 1974 Applies          Wed Mar 22 13:05


                  UPDATE OF LOCATOR INFORMATION (ACTIVE DUTY)                 

MSG  WOODS RUDOLPH E             SSAN: 105463116    DUTY-PHONE:  5547657      

UNIT:  21 MISSION SUPPORT    SQ                  OFFICE SYMBOL:  MSL          


(If indi Press [RETURN] to bypass any items that do not need changed.  s data)

MAILING-                                                               NGS    

MAIL-STA If member has dependents and address changes, member must go         

         to the Military Personnel Flight, Customer Service Office to         

(If indi update Emergency Data Info (DD Fm 93).                        mation)

DORMITOR                                                                      

                        Press [RETURN] to continue                            

LOCAL-AD 

LOCAL-CITY:                           LOCAL-STATE:                            

Does member consent to the release of personal info (1=Yes/2=No)?  2          

    (Press the transmit key to update your new data, or "Esc" to quit.)       

F5=Refresh F9=Key_Help F10=Menu_Bar Esc=Cancel

After pressing RETURN, your screen should look similar to the one below.

[Locator/update]         Privacy Act of 1974 Applies          Wed Mar 22 13:39


                   UPDATE OF LOCATOR INFORMATION (ACTIVE DUTY)                  

 MSG  WOODS RUDOLPH E             SSAN: 105463116    DUTY-PHONE:  5547657       

 UNIT:  21 MISSION SUPPORT    SQ                  OFFICE SYMBOL:  MSL           

 (If individual also resides at this address, do not update local address data) 

 MAILING-ADDRESS:510 GOLDEN AVE                 MAIL-CITY: COLORADO SPRINGS     

 MAIL-STATE: CO  ZIP: 80916-0000                HOME-PHONE: 7195915741          

 (If individual does not reside in a dormitory, do not update dorm information) 

 DORMITORY ADDRESS:  BLDG:             RM:         FLR:                         

 LOCAL-ADDRESS:                                                                 

 LOCAL-CITY:                           LOCAL-STATE:                             

 Does member consent to the release of personal info (1=Yes/2=No)?  2           

     (Press the transmit key to update your new data, or "Esc" to quit.)        

F5=Refresh F9=Key_Help F10=Menu_Bar Esc=Cancel

Using this screen, you can change a person's office symbol, duty and home phone, mailing and local address.  A note appears on the screen to remind you if a person has dependents and address changes, the member must go to the Military Personnel Flight, Customer Service Office to update his/her Emergency Data Info (DD Fm 93).  Move from item to item with the RETURN key.  Once you have made all the changes, press TRANSMIT, and the updates are made.

5.4.1  Update Personal Consent ID.  Each member of the Air Force may designate whether or not he/she wishes the Air Force to release personal data.  If the Personal Consent ID code is changed, a form is produced and must be signed by the member and copies sent to the CSS and Base locator.

Chapter 6

REPORTS AND RIPS
6.1.  Reports.  This feature provides the capability to run such reports as PRP, ASCAS, Alpha, Unit Personnel Management, OPR/EPR, READY reports, and so forth, anytime they are needed.  Some reports have the option to limit the selection to certain grades, AFSCs, and periods of time, while others select every-one.  These reports run in the background; therefore, while the report is collecting data and formatting, the terminal is still available for use.  When the report is completed, it goes to Office Automation, Production and Products.  If a report is requested and no records are selected, a message is placed in Electronic Office Mail.  Reports that are frequently requested can be automatically produced by a suspense system called CRON.  The user provides the PSM the name of the report and date it is to be run.  The only limitation is that only reports requiring no interaction; for example, no parameters or variables input, can be set up in CRON.

6.1.1.  Report Access.  To access Reports, from the main menu, choose Reports and RIPs, press TRANSMIT, and the following screen is displayed.

[Menu]                     PC-III Menus - (206002)            Fri Mar 24 09:14

  Custom_Options  Display_Environment  Quit

 Unit: Fort Apache Military Personnel  Office: Career Enhancement

 Driver:   up       OA-Products: NEW      OA-Coord: no       OA-SURFs: no

 Database: up       OA-Updt-Rej: NEW      OA-Email: NEW      Email:    no

 Menu-Path: Menus/reports/


 reports             Reports & RIPS                                           

 Reports             Reports...

 M-rips              RIPs - Individual Requests...

F1/F2=Help Esc/F3=Previous_Menu F4=Search F5=Refresh F9=Key_Help F10=Menubar

From the Reports & RIPS menu select Reports, and you get a menu similar to the one on the next page.

[Menu]                     PC-III Menus - (206002)            Fri Mar 24 09:14

  Custom_Options  Display_Environment  Quit

 Unit: Fort Apache Military Personnel  Office: Career Enhancement

 Driver:   up       OA-Products: NEW      OA-Coord: no       OA-SURFs: no

 Database: up       OA-Updt-Rej: NEW      OA-Email: NEW      Email:    no

 Menu-Path: Menus/reports/Reports/


 Reports             Reports                                                    

 Prprpt              PRP Status Reports...

 Clsojt              Classification and OJT Reports...

 DutySta             Duty Status Reports...

 Allocat             Gains/Losses/Alpha Reports...

 Perform             Performance Reports...

 Decor               Decoration Reports...

 Perstat             Personal Statistical Reports...

 Educat              Professional Education Reports...

 Quality             Quality Force Management Rpts...

 Reensep             Reenlist and Separation Reports...

 Stngth              Unit Strength Information...

 Rdyrpt              READY Program Reports...

F1/F2=Help Esc/F3=Previous_Menu F4=Search F5=Refresh F9=Key_Help F10=Menubar

You have many subject areas to choose from, including gains and losses, PRP, performance, decorations, and strength reports.  See Figure 6.1 for a list of reports available in PC-III.  Remember, the more reports running at one time, the slower the response time on the 3b2.  So, try to spread out your report requests and not run all of them at the same time.

6.2.  Reports on Individual Personnel (RIPs).  There are two types of RIPs produced through PC-III:  those which are user requested and those that are automatically produced because of an event (such as selection for assignment that generates an assignment notification RIP) based on a suspense already setup on the Standard Base Level Computer (SBLC)/Defense Mega Center (DMC).  RIPS requested anywhere other than at the MPF are produced in the Office Automation, Report on Individual Personnel directory of the orderly room where the person is assigned for administrative purposes.  Unlike a report, a RIP does not run right away.  PC-III sends the RIP request to the SBLC/DMC to run, so it normally runs the same night you request it and is available in your Office Automation Production area the next morning.  Also, RIPs that are automatically generated are produced by the SBLC/DMC and flow electronically to your Office Automation Production area for viewing and printing.  See Figure 6.2 for a list of RIPs you can request.
6.2.1.  RIP Request.  To request a RIP, from the main menu select Reports and RIPs, and press TRANSMIT.  On this menu, you can select either officer or enlisted RIPs.  You are then prompted to enter a SSAN.

                    Enter SSAN of individual you want:  (
              The only valid record type for this Application is

                   “OA”  for Officer Active Duty Member.

You cannot request an officer RIP with an enlisted SSAN and vice versa.  Next, you get the applicable menu to choose what RIP(s) you want produced.  See Figure 6.2 for a list of RIPs you can request in PC-III.

Figure 6.1.  REPORTS

Alpha Rosters
Alpha Roster by Name

Alpha Roster by Selected Office

Alpha Roster by Sel PAS - All

Alpha Roster by Sel PAS - Enl

Alpha Roster by Sel PAS - Off

*Combined Mil/Civ Rpt by Alpha 

*Combined Mil/Civ Rpt by Sel Office

Blood Donor Reports
All Blood Type/RH Factor

*Selected Blood Type/RH Factor

Classification Info Reports
Enl Classification Report by AFSC

Enl Classification Report by SEI

Off Classification Report by AFSC

Decoration Report
Monthly Decoration Roster

Dependent/Marital Statistical Reports
Depend Stats by Martial Stat/Sex

Individuals with Military Spouse

Marital Stats by Sex by Sel PAS

Marital Stats by Grade by PAS

Marital Status Statistics

Marital Status Stats by Grade

Marital Status Stats by Sex

Family Care Report
Outbound Officer and Enlisted
Proj Losses by Sel Date Range

Proj Losses AFSC by Rpt Month

Proj Losses by Alpha by AFSC

Proj Losses Alpha by Rpt Month

Proj Losses by Alpha

Consolidated Departure Listing

Performance Reports
Individuals Due EPR/OPR

List Overdue EPRs/OPRs

Locate Individual’s Supervisor

Rater’s Subordinate Report

Enl/Off With Invalid Reporting Official

LOE Report

*Combine Off/Enl Alpha Perf Info

*Combine Perf Info by Branch

*EPR Suspense Roster

*Rater/Ratee Report by Alpha

*Rater/Ratee Report by Unit

*User Customized Enl Rpt by PAS

*OPR Suspense Roster

*Rater/Ratee Report by Alpha

*Rater/Ratee Report by Unit

Professional Education Reports
Enl Indiv PME Information

Enl PME Grad Roster by Sel Sch

Enl PME Graduates Roster

Off PME Graduates Roster by Sel Sch

Officer PME Graduates Roster



Note:  *Indicates a report available only in the CSS.
       **Indicates a report available only in the MPF.

Duty Status Reports
All Duty Status Except PFD

Duty Status Statistics

Individuals Assigned Not Joined

Individuals in Confinement

Individuals in Hospital

Individuals in Leave Status

Individuals in TDY Status

Other Duty Status

Overdue Duty Status Dates

Deploy Avail Codes by Sel Unit

Deploy Avail Codes by Org Stru

Deploy Avail Code Roster

Manning Statistics/Gain Rosters
Unit Personnel Mgmt Roster by PAS

Enl Manning Stats by Org Struc

Enl Manning Stats by AFSC

Enl/Off Manning Stats by DAFSC

Proj Gains Alpha by Rpt Month

Appointed Sponsor for Gains

Sponsor Info for Individual Gain

**Intro Managers Report

Gains Roster

Gains Roster by Select Data

*Unit Personnel Mgmt Roster

*UPMR by OSC and DAFSC

*Manning Statistics by AFSC by PAS

On the Job Training Reports
On the Job Training by Org Struct

**On the Job Training by MPF

On the Job Training by PAS

*On the Job Training by Unit

Separations Reports
Enlisted Sched for Separation

Officer Sched for Separation

Combined Sched for Separation

Strength Information Rosters
**MPF Strength

Enlisted Strength

Officer Strength

Officer/Enlisted Strength

*Combined Civ/Mil Strength

*Civ Strength by Pay Plan/Grade

*Civilian Strength by Unit

*Civ List of Temporary Employees

*Civ List of Vacant Positions

*Civ Strength by Appointment Type

*Civ Count by Pay Plan

*Civ Strength by US, Non-US, Both

*Civ Strength by Work Schedule
PRP Status Reports
PRP Roster

PRP Mismatch Roster

PRP Roster by Org Struc Code

**PRP Roster by Selected Unit

PRP Roster by Select PRP Code

Quality Indicator Reports
Last EPR 7A/2B or Less

Select all Negative Indicators

READY Program Reports
**READY Total Requirements

**MPF READY Report

Unit READY Report

**MPF READY Stats

Unit READY Stats

Reenlistment Reports
Eligibility Roster

Ineligibility Roster

Reenl Elig Status by Sel Code

Reenlistment Elig Status Stats

REGAF Appointment Reports
Reg AF Appoint Rpt by Year Group

Reg AF Appoint Rpt by PAS Code

Religion
*Religious Denomination Stats

UIF Reports
Indiv UIF Record Select-Amn

Indiv UIF Record Select-Off

UIF Records by All Codes-Amn

UIF Records by All Codes-Off

UIF Records by Selected Code-Amn

UIF Records by Selected Code-Off

UIF Rpts by Specific Dates-Amn

UIF Rpts by Specific Dates-Off

Weight Management Reports
All WMP Records Currently on Program

Individual WMP Records by Sel Code

Unit WMP Statistics by Category

Weight Management Stat Summaries

WMP Stat Summary by Grade/Code

WMP Summary by Unit/Code

WMP Statistical Summary

WMP Statistical Summary by Comp/Sex

Note:  *Indicates a report available only in the CSS.
       **Indicates a report available only in the MPF.

Figure 6.2.  RIPs

Records Review Listing (RRLOA and RRLAA)

Officer Performance Report Notice (OPRRPT)

Enlisted Performance Report Notice (EPRNTC)

Officer Training Report Notice (OERTNG)

Letter of Evaluation Notice (LOERPT)

Automated Military Justice Record (AMJAMS)

Separation Approval Notice (SEPAPV)

DEROS Election Option (DEROSM) and (DEROSO)

Rater’s Performance Feedback Notice (ACTBKF) and (SPVFBK)

Ratee’s Performance Feedback Notice (ACTFBK) and (ENLFBK)

Recommendation for Decoration (DECOR6)

Individual Data Review List (IDRL)

Sponsor Appointment Notice (SPONSO)

Security Clearance Eligibility (SECCLN)
Career Planning Appointment Notice (SRP-P5)
Allocation Notice/Sponsor Appointment Rip (GAIN-O) or (GAIN-A)

Chapter 7

SECURITY CLEARANCE APPLICATIONS

7.1.  Automated Security Clearance Approval System (ASCAS). ASCAS is the portion of the PDS that reflects security clear-ance eligibility status information.  It also provides an automated process for requesting and receiving security clearance status information (Tracers) from HQ 497 IG/INS, Central Adjudication Division (CAD).  The following paragraphs explain responsibilities and procedures for the ASCAS applications in PC-III.  AFI 31-501 (formerly AFR 205-32) describes when and why certain ASCAS actions take place.  Security managers and Security Police Information Security Section (SPAI) personnel must be familiar with the applicable portions of AFI 31-501 to successfully use these applications.
7.2.  General Information.  SPAI personnel and CSS security managers have the capability to retrieve security clearance information, submit tracer requests to the CAD, produce ASCAS rosters, process classified information non-disclosure statements and electronically receive security clearance RIPS.  In addition, CSS security managers can process AF Form 2583, Requests for Personnel Security Action, and AF Form 2587, Security Termination Statements.  The primary users of the ASCAS applications are the SPAI and CSS security managers.  Specific responsibilities for ASCAS applications follow.

7.2.1.  The MPF/CPF provides PC-III training to the SPAI on basic system fundamentals, such as login/logoff procedures, key functions, Office Automation (OA) functions, procedures, and other core PC-III functions.

7.2.2.  The Security Police Information Security Section (SPAI) is the base OPR for security clearance data.  It has overall responsibility for providing management oversight concerning ASCAS applications.  The SPAI must learn and understand each of the ASCAS applications and provide an ongoing familiarization process on PC-III for CSS security managers.  The SPAI must check PC-III daily to coordinate on ASCAS tracer requests, and to retrieve ASCAS RIPs.  Non PC-III organizations will continue to use the BLPS as the primary source for ASCAS and tracer products.

7.2.3.  Unit security managers (on behalf of CSS commanders) are responsible for identifying and reporting discrepancies in ASCAS data on assigned personnel, and for acquiring logins for accessing PC-III.  They use PC-III applications to initiate tracer requests, retrieve CSS ASCAS rosters and security clearance RIPs, and process Requests for Personnel Security Action and Security Termination Statements.

7.3.  ASCAS Applications.  There are six primary ASCAS applications:  Security Clearance Inquiries, ASCAS Tracer Requests, ASCAS Rosters, NDA Status Updates, Requests for Personnel Security Actions, and Security Termination Statements.  To access these applications, highlight Security Clearance Applications on the PC-III main menu and press TRANSMIT.  A screen similar to the one below is displayed.

[Menu]                     PC-III Menus - (206030)            Fri Mar 17 13:10

  Custom_Options  Display_Environment  Quit

 Unit: 21 MSSQ (DPMYCP)                Office: Orderly Room

 Driver:   up       OA-Products: NEW      OA-Coord: no       OA-SURFs: no

 Database: up       OA-Updt-Rej: NEW      OA-Email: no       Email:    no

 Menu-Path: Menus/Ascas/


 Ascas               Security Clearance Applications                            

 Retro/ascinq        Mil Indvl Security Clearance Inq

 Civ/asccv5          Civ Indvl Security Clearance Inq

 Retro/tracer        ASCAS Tracer Request

 Ascrpts             ASCAS Rosters...

 Retro/ascnda        NDA Status Update

 Retro/af2583        Request for Personnel Security

 Retro/af2587        Security Termination Statement


                            SECURITY DATA INQUIRY                               

 NAME:  WOODS  JOHN A                  SSAN:  123456789  GRADE:  MSG            

 UNIT:  21 MISSION SUPPORT    SQ                                                

 RECORD-TYPE:  AA             OFFICE SYM:  MSPUX    DUTY PHONE:  5551212        

 SECURITY CLEARANCE: NO ACCESS   INVEST-TYPE:  ENTNAC          INV-DT: 711201   

 ELIG-STAT:  SECRET                  CITIZENSHIP:   BY BIRTH US CITIZEN         

 ELIG-DATE: 711201                 PLACE OF BIRTH:  OH           DOB: 521127    

PRP/SCI STATUS:  - N/A                         UIF:         NDA: 3             

PROJECTED FOR: ***   N /A    ***                                                

7.3.1.  Security Clearance Inquiries.  This application provides security clearance information for a single record.  From the Security Clearance Applications menu highlight the application you want, military or civilian, and press TRANSMIT.  You are prompted to enter a SSAN and record type. After you enter them and press TRANSMIT.  You get a screen like the one on the bottom of the previous page.

7.3.1.1.  The SPAI has access to security clearance information on all serviced personnel, but must identify the records they want to access by the first two characters of the last name, the SSAN, the Record Type, and the MPF ID, (see figure below).  Typically, the MPF-ID is the first two digits of the PAS code.






SECURITY CLEARANCE INQUIRY

     ------------------------------------------------------ 

      ENTER NAME:       (FIRST TWO OF LAST NAME)            

      ENTER SSAN:               ENTER RECORD TYPE:          

                ENTER MPF/CPF ID:                           

Once you enter the requested data and press TRANSMIT, you receive a message box similar to the one below.


                     User Message                      

 SSAN: 123456789 AA  NAME: WO                          

 A PTI (41C) ASCAS Inquiry-has been sent to the SBLC   

 for processing.                                       

 Your product will return to Office Automation         

 (OA Updates and Rejects) when completed.              

 DLT Retro/polinq Completed. Fri Mar 17 13:35:34 1995  

[ End of File ]                                       

 F3=Exit F7=PgUp F8=PgDn                               

7.3.1.2.  The response to an SPAI inquiry is not immediate because the application runs in the background, but normally takes about 10 minutes.  To view the security clearance inquiry response, from the PC-III Main Menu select Office Automation (OA) and highlight Updates and Rejects, press return, and a screen similar to the one below appears.


X      Package Name          OA Keys       Size      Date/Time       Type      


  ..                    -                 320     03/14/94  15:42 Dir          

   Trashcan             -                 96      03/17/95  13:43 Dir          

X  UPDATE (BLPS Trans)  athoma34          1992    03/17/95  13:40 PC3-trans    

Press F10 and a top line menu, (see figure below), appears that allows you to view or print the requested RIP.  Select the requested action and press TRANSMIT again.  If you selected View, the RIP appears on your screen.


View Edit Print Process Delete Recover Email Chkmail Default Next Quit

7.3.2.  ASCAS Tracers.  There are two types of ASCAS Tracer actions:  those requested automatically by the personnel system and those initiated by the CSS or the SPAI.  The following briefly describes how tracer requests work.  Refer to AFI 31-501 for information on why and when to initiate tracer requests.

7.3.2.1.  Automatic Tracer Requests.  Automatic tracer requests are sent from the BLPS to the CAD based on unknown or incomplete security clearance information.  When this type of tracer goes to the CAD, a "TRACER" (Come-Back copy) RIP is sent to the CSS and the SPAI.

7.3.2.1.1.  There are three RIPs used in the ASCAS process.  Except as mentioned below, any time one of these RIPs is created, PC-III sends a copy to the CSS orderly room and the SPAI.  The SPAI must provide a copy of these RIPs to the CSS security manager for personnel assigned to non PC-III CSSs.

7.3.2.1.2.  The Tracer (Come-back Copy) RIP confirms that a tracer was sent out from the base to the CAD.  It contains the member's security clearance information, along with any remarks that were in the tracer request.  Only the SPAI will receive come-back copy of RIPs that deal with the establish-ment or the status update of a Special Security File (SSF).

7.3.2.1.3.  The ASCAS RIP is a response to a tracer from the CAD.

7.3.2.1.4.  The Security Clearance Eligibility Record (SECCLN) RIP is a notice of personnel security updates in the BLPS or is a message transaction from the CAD.

7.3.2.1.5.  To view the RIPs, from Office Automation Menu select RIPs and press TRANSMIT.  A directory of RIPs, (see figure on next page), processed by PC-III are shown on the screen.


 X      Package Name          OA Keys     Size      Date/Time       Type


                         -                320    03/14/94  15:42  Dir

   RESPONSE_TO_TRACER    TRACER/537587742 5417   04/01/95  16:34  PC3-rip

   RESPONSE_TO_TRACER    TRACER/537587742 5417   03/31/95  02:57  PC3-rip

   SECURITY_CLEAR_ELIGI  SECCLN/537587742 5419   03/25/95  02:57  PC3-rip

   RESPONSE_TO_TRACER    TRACER/537587742 5417   03/21/95  02:57  PC3-rip

   SECURITY_CLEAR_ELIGI  SECCLN/378781331 5419   01/28/95  03:25  PC3-rip

 F1=Help F2=LHelp F3=Quit F4=Search F5=Refresh F9=KHelp F10=Menubar

 Trans(+)=Select Space=Mark Ins=MarkAll Del=UnMarkAll Tab=Info BackSp=MarkField

Mark the RIPs you want with the space bar and press TRANSMIT.  The top line menu appears above the directory.  Make your selection, press TRANSMIT again, and your RIP appears on the screen or the print menu appears, depending on your choice.

7.3.2.2.  User Initiated Tracer Request.  The CSS security manager or the SPAI initiate the second type of tracer request using a series of menus and screens.  To make the proper selections from the screens, you must know the reason for submitting the tracer and information required by AFI 31-501. Note:  Only the SPAI can submit tracers to establish or provide status of a SSF.

7.3.2.2.1.  To initiate a tracer request (CSS security manager), from the main menu highlight Security Clearance Applications and press TRANSMIT.  On the Security Clearance Applications Menu, choose ASCAS Tracer Request, press TRANSMIT and you get a screen that prompts you to enter the member’s SSAN and record type.  Enter the data and press TRANSMIT.  The Tracer Request Reasons screen, shown below, is displayed.


  TRACER REQUEST REASONS      

  RECERT OF CLEARANCE ELIG    

  REQ STATUS OF INVESTIGATION 

  REQ INTERIM CLEARANCE ELIG  

  REPORTING NATURALIZATION    

  EXIT APPLICATION            

Each of the following screens request data pertaining to the tracer request.  Complete the information as required.  What screen you get next depends on which reason you select.  In our case, we selected REQ STATUS OF INVESTIGATION, pressed TRANSMIT and the screen on the next page is displayed.


                        REQUEST STATUS OF INVESTIGATION                         

   NAME: WOODS ERIC J                 SSAN: 399585346 GRADE: 1LT  RCD TYPE: OA  

   UNIT: EP1SF8G4 / 21 SPACE              WG                                    

   SECURITY CLEARANCE: 4 - SECRET          CLEARANCE DATE: 870209               

   INVESTIGATION TYPE: 2 - NAC             INVESTIGATION DATE: 870121           

  YOU MUST ENTER THE APPROPRIATE DATA IN THE FOLLOWING MENUS AND SCREENS TO     

  COMPLETE THE FOLLOWING REMARKS:                                               

  REQUEST STATUS {SECURITY INVESTIGATION BASIS} REQUESTED ON (YYMMDD).          

  {OPENING NOTIFICATION}.                                                       

  DO YOU WISH TO CONTINUE WITH THIS TRACER REQUEST (Y/N)?                       

At the prompt, we entered Y, pressed TRANSMIT and the screen below is displayed.


 SECURITY INVESTIGATION BASIS          F8=PgDn 

 NONE                                          

 ENTNAC                                        

 NAC                                           

 NACI                                          

 BI                                            

 SBI                                           

 SSBI                                          

 NAC + SII                                     

 ENTNAC + SII                                  

 UNK                                           

 EXP NAC                                       

 LFC + NAC REQ                                 

 NAC + WI REQ                                  

 NAC + BI REQ                                  

 NAC + SSBI REQ

From the previous menu, we selected BI and pressed TRANSMIT.  You are now prompted to enter date investigation was mailed,(see below).


 ENTER DATE INVESTIGATION REQUESTED ON (YYMMDD) [  ] [  ] [  ] 

 NOTE:  DATE INVESTIGATION MAILED FROM SPAI TO DIS             

Enter requested data and press TRANSMIT.  Next you are offered several options, (see figure below), highlight the appropriate one and press TRANSMIT.


 OPENING NOTIFICATION                  

 OPENING NOTIFICATION DATE (YYMMDD)    

 NO OPENING NOTIFICATION RECEIVED      

 QUIT MENU                             

We selected OPENING NOTIFICATION DATE (YYMMDD) and received the screen below.


  ENTER DATE OF OPENING NOTIFICATION (YYMMDD) [  ] [  ] [  ]

We entered the date, pressed TRANSMIT and received the following screen.








  ASCAS TRACER INITIATION SCREEN                         

  Name: WOODS ERIC J                SSAN: 999585346 Grade: 1LT Record Type: OA  

  Unit: EP1SF8G4 - 21 SPACE              WG                                     

  Security Clearance/Date: 4-SECRET    / 870209                                 

  Investigation Type/Date: 2-NAC             / 870121                           

  Completed Remarks: (You have 389 characters available for additional remarks) 

 REQUEST STATUS BI REQUESTED ON 941201, OPENING NOTIFICATION DATED 941231       

  Additional Remarks: (NO PERIODS)                                              

    Do you wish to initiate tracer (Y/N)?:       (TRANSMIT)                     

Enter Y at the Do you wish to initiate tracer prompt and press TRANSMIT.  This gives you the Coordinations Menu shown below.

Save Forward Insert Retrieve_List Delete Comment Quit


  Keys:     [WOODS ERIC/999585346]                                              

  Title:    [TRACER]                                                            

  OA ID:    [206030.11095.27225.132033]                                         


 Addr                      Addressee Clear Text                      Type       

 

 0001 31ST SUPPLY SQ                - Orderly Room                 Initiator    

 0002 Police                        - Apache Police                Future     R 

 0003 31ST SUPPLY SQ                - Orderly Room                 History    R 

 0004                               -                                           

 0010                               -                                           

To send the tracer request to SPAI, from the Coordinations menu above, highlight SPAI (In our case Apache Police.), press F10 to access the Menu Option Commands, select Forward and press TRANSMIT.  This forwards the file to the SPAI’s Office Automation, Incoming Coordinations directory.  The SPAI coordinates on all tracer requests.  The SPAI can approve (complete) or disapprove (terminate) and edit the tracer request.  If approved, the tracer is sent to the CAD via BLPS, and a notice is sent to the initiator.  If disapproved, the tracer request is returned to the initiator.

7.3.2.2.2.  SPAI uses the tracer application to initiate tracers for personnel assigned to non PC-III CSSs.  The SPAI also initiates all tracers establishing a Special Security File (SSF) or providing the status of a SSF.

7.3.2.2.3.  There are two primary differences between tracers initiated at the CSS and those initiated by SPAI.  First, SPAI must provide the MPF-ID, the record type, the first two letters of the last name and the SSAN of the individual, (see figure below), and second, tracers initiated by the SPAI do not go through the PC-III coordination process, but instead, go directly to the BLPS for processing to the CAD.  The SPAI will complete the same screens to initiate a tracer for a non PC-III CSS as the orderly room does.


                               SECURITY POLICE                                  

                        ASCAS TRACER INITIATION SCREEN                          

                (AUTOMATED SECURITY CLEARANCE APPROVAL SYSTEM)                  

             1ST TWO OF LAST NAME:  WO          RCD TYPE:  AA                   

                   EXAMPLE:  SMITH WOULD BE SM                                  

               MPF/CPF ID:   EP                 SSAN:  123456789                

                   EXAMPLE:  MT                                                 

                         PRESS TRANSMIT TO CONTINUE                             

7.3.2.2.4.  To initiate a tracer request establishing a SSF, From the Security Clearance Applications Menu, choose ASCAS Tracer Request, press TRANSMIT, and you get the ASCAS Tracer Initiation Screen, enter the data and press TRANSMIT.  This displays the TRACER REQUEST REASONS menu shown below.


 TRACER REQUEST REASONS        

 RECERT OF CLEARANCE ELIG      

 REQ STATUS OF INVESTIGATION   

 REQ INTERIM CLEARANCE ELIG    

 REPORTING NATURALIZATION      

 SPECIAL SECURITY FILE (SSF)   

 EXIT APPLICATION              

From this menu highlight SPECIAL SECURITY FILE (SSF), press TRANSMIT, and you get the SPECIAL SECURITY FILE (SSF) options menu shown below.


SPECIAL SECURITY FILE (SSF)

ESTABLISH SSF              

STATUS OF SSF              

QUIT MENU                  

From this menu choose ESTABLISH SSF, press TRANSMIT and the screen shown below is displayed.


                      ESTABLISH SPECIAL SECURITY FILE (SSF)                   

   COMPLETE THE FOLLOWING REMARKS:                                            

     SSF ESTABLISHED BY {UNIT DESIGNATION, TITLE OF APPROVING OFFICIAL}       

     ON (YYMMDD).  REASONS FOR CREATING SSF:                                  

  SSF ESTABLISHED BY                                                          

  UNIT DESIGNATION:                    EXAMPLE:  74 SPS                       

  TITLE:                                                                      

  DATE SSF ESTABLISHED (YYMMDD):                                              

  REASON FOR CREATING SSF:                                                    

      PRESS TRANSMIT TO CONTINUE OR ESC(APE) TO RETURN TO PREVIOUS MENU       

F1=Help F5=Refresh F9=Key_Help F10=Menu_Bar Esc=Cancel

Fill in the UNIT DESIGNATION, TITLE, DATE, and REASON FOR CREATING SSF blocks and press TRANSMIT.  The screen shown below is displayed.


                         ASCAS TRACER INITIATION SCREEN                         

  Name: CL                          SSAN: 888443311 Record Type:  AA            

   MPF: GW                                                                      

  Completed Remarks: (You have 368 characters available for additional remarks) 

  SSF ESTABLISHED BY 416 SVC SQ, COMMANDER ON 950402, REASONS FOR CREATING THE  

 SSF: MISCONDUCT                                                                

  Additional Remarks: (NO PERIODS)                                              

    Do you wish to initiate tracer (Y/N)?:       (TRANSMIT)                     

F1=Help F5=Refresh F9=Key_Help F10=Menu_Bar Esc=Cancel

On this screen, at the Do you wish to initiate tracer prompt, enter Y to process tracer action or N to terminate action.

7.3.2.3.  The status of a tracer initiated in PC-III can be monitored by the initiator of the tracer.  This status applies only to the receipt and actions taken locally by the initiator and SPAI.  The initiator cannot use PC-III to determine when the CAD received or took action on a tracer.  To determine the status of a tracer action, access Office Automation from the PC-III Main Menu, select Coordination Status and TRANSMIT.


 X      Package Name      Initiator        OA Keys            Date/Time    Stat


   ..                     -         -                      01/23/95 15:35  dir 

   Trashcan               -         -                      03/20/95 12:27  dir 

 X TRACER                 athoma31  WOODS  JOHN/123456789  03/20/95 07:49  pend

   cdccrs                 cgreen48  123456789/WOODS CHAR   02/27/95 08:02  comp

   AMN AFSC UPDATE        orderly1  123456789/WOODS MARYA  10/25/94 14:10  comp

 F1=Help F2=LHelp F3=Quit F4=Search F5=Refresh F9=KHelp F10=Menubar

 Trans(+)=Select Space=Mark Ins=MarkAll Del=UnMarkAll Tab=Info BackSp=MarkField

Mark the record you want to review, press F10 and the top line menu appears.  Select the option you want and press TRANSMIT. If you select View, a status screen, (shown below), appears that displays the status of the action in coordination.

ID   : 206030.07995.29048.074143     Package : TRACER

Name : athoma31                      Keys    : WOODS  JOHN A/123456789

Info : -

Action         Unit               Office             User       Date/Time

-------------  -----------------  -----------------  ---------  -------------

Initiated By:  FDGZ               ordroom            athoma31  03/20/95 07:41

Forwarded To:  Police             Apache Police      athoma31  03/20/95 07:48

Received By:   Police             Apache Police                03/20/95 07:49

----------------------------------------------------------------------------

Addr  Addressee Unit Clear Text     Addressee Group Clear Text     Type

----  ----------------------------  -----------------------------  ---------

0001  31ST SUPPLY SQ               -Orderly Room                   Initiator

0002  Police                       -Apache Police                  Current

0003  31ST SUPPLY SQ               -Orderly Room                   History

/usrb/pc3/tmp/oaview2.a004KZ END F2=Help F3=Exit F4=Search F5=Refresh F7/8=Pg_

7.3.2.4.  Once a tracer transaction processes through the BLPS, an update or reject confirmation notice is electronically sent to the originating office's Rejects and Updates area.  At the same time a TRACER Come-back Copy RIP is electronically sent.  Use Office Automation procedures to view these updates. 

7.3.2.5.  Responses to ASCAS Tracer Request.  When a tracer request leaves the base, it flows via DDN to the HAF files. The security data on the base-level file are compared with the data maintained on the HAF.  If the data at base-level are the same as on the HAF, the request is processed to HQ 497 IN/INS, who makes a determination on the tracer request and sends the results back to the user.  This response is called an ASCAS RIP.  If the data on the base-level file are different from the data maintained on the HAF, the data on the HAF are assumed to be correct.  The user will receive a SECCLN RIP, and the data on the base-level file are automatically updated to reflect the data on the HAF.  View or print RIPs through the Office Automation Directory.

7.3.2.6.  It is possible that a PC-III gateway may service multiple Security Police Information Security Sections (SPAIs).  If there is more than one SPAI activity on a base, the Gateway Administrator can set them up so that each function accesses only the records it services.  Once multiple SPAI functions are built, users are asked to choose which SPAI address a tracer request should flow to.  The address chosen is added to the route file for that coordination action.  Security clearance RIPs will flow to the appropriate SPAI function based on record access.

7.3.3.  ASCAS Rosters.  ASCAS rosters can be requested for either military or civilian personnel.  To access the ASCAS function, from the PC-III main menu, highlight Security Clearance Applications and press TRANSMIT.  From this menu choose ASCAS Rosters and push TRANSMIT.  Choose the type of roster you want, (see figure below), and TRANSMIT again.

[Menu]                     PC-III Menus - (206030)            Mon Apr 24 16:46

  Custom_Options  Display_Environment  Quit

 Unit: 21 MSSQ (DPMYCP)                Office: Orderly Room

 Driver:   up       OA-Products: NEW      OA-Coord: no       OA-SURFs: no

 Database: up       OA-Updt-Rej: NEW      OA-Email: no       Email:    no

 Menu-Path: Menus/Ascas/Ascrpts/


 Ascrpts             ASCAS Rosters                                             

 Civasrp             Civilian ASCAS Rosters...

 Retro/ascrpt        Military ASCAS Rosters

F1/F2=Help Esc/F3=Previous_Menu F4=Search F5=Refresh F9=Key_Help F10=Menubar

Next, select the way you want the roster sorted, (see options below).


   SELECT TYPE OF ASCAS ROSTER (Space = select)    

 [ ] ASCAS Sort By Alpha                           

 [ ] ASCAS Sort By Org Structure                   

 [ ] ASCAS Sort By Grade                           

F3=Exit F5=Refresh F9=Key_Help             Esc=Cancel

After you transmit, PC-III advises that the application will be completed in the background.  To view or print the product, from the Production and Products directory, mark the file, press F10 and a top line menu appears that allows you to select view or print.

7.3.3.1.  ASCAS rosters for military personnel produce two products, an ASCAS Management Roster and an ASCAS Error Roster.  The error roster identifies required security clearance actions.

7.3.3.2.  The SPAI can access ASCAS rosters for the entire serviced population, but must specify the MPF-ID.  This is necessary because several MPFs, each with a different MPF-ID, might share the same PC-III network.  At the menu shown below, enter the MPF ID and press TRANSMIT.


ENTER MPF ID: [  ]                                                             

YOU MUST ENTER THE MPF ID THAT SERVICES THE RECORDS YOU WANT TO CREATE A       

REPORT ON. (NORMALLY, THIS SHOULD BE THE SERVICING MPF FOR THE SP OFFICE.)     

FOR ACTIVE SP OFFICES, THE REQUEST FOR A ASCAS ROSTER WILL BE SENT TO THE      

CORE ENDPOINT VIA MAILMAN SOFTWARE.  ONCE THE ROSTER PROCESSES, IT WILL BE     

SENT TO THE SP OFFICE AUTOMATION PRODUCTION AREA. FOR ANG AND RESERVE SP       

OFFICES, THE INPUT MPF MUST RESIDE ON THE SAME ENDPOINT AS THE SP OFFICE FOR   

FOR THE REQUEST TO PROCESS.  ONCE THE ROSTER PROCESSES, IT WILL BE RETURNED    

TO THE SP OFFICE AUTOMATION PRODUCTION AREA.  INDICATE WHAT TYPE ROSTER        

(ACTIVE, ANG, OR RESERVE) AND WHAT SORT FORMAT THE ROSTER IS TO BE IN USING    

THE MENU SELECTIONS THAT FOLLOW.                                               

                         PC-III Release 17.1 Messages                          

                           F3=Exit F5=Refresh F9=Key_Help             Esc=Cancel

From the options menu displayed below, choose the roster you want and press TRANSMIT.  


 SELECT ASCAS REPORT  

 ACTIVE DUTY REPORT   

 ANG REPORT           

 RESERVE REPORT       

 QUIT                 

Next, you are asked to indicate the way you want the roster sorted, (see options below).  Choose the one you want and press TRANSMIT.  PC-III will indicate that the report is being prepared, and that it will be sent to the Office Automation directory.  From the OA, you can view or print the roster.


 SELECT SORT SEQUENCE TYPE                                 

 SORT BY NAME (BBA)                                        

 SORT BY GRADE (GAS) BY NAME (BBA)                         

 SORT BY UNIT (BCA) BY ORG STRUCTURE (AAJ) BY NAME (BBA)   

 QUIT                                                      

7.3.4.  NDA Status Update.  PC-III provides a means to complete the SF 312, Classified Information Non-Disclosure Agreement form.  From the PC-III main menu, select Security Clearance Applications and press TRANSMIT.  From the Security Clearance Applications menu, highlight NDA Status Update, press TRANSMIT.  The screen below is displayed.  Complete the screen with the name, SSAN, MPF ID, and the Record Type, and press TRANSMIT.  PC-III tells you the action was sent to BLPS and confirmation is received in the OA Updates and Rejects directory.


                        NDA STATUS UPDATE                              

 ----------------------------------------------------------------------

  ENTER NAME:        (FIRST TWO OF LAST NAME)                          

  ENTER SSAN:                  ENTER MPF ID:                           

  ENTER RECORD TYPE:      "AA" = ACTIVE AIRMEN  "OA" = ACTIVE OFFICER  

                          "AN" = GUARD AIRMEN   "ON" = GUARD OFFICER   

                          "AR" = RESERVE AIRMEN "OR" = RESERVE OFFICER 

      Individual has signed the SF 312.                                

      Individual refused to sign the SF 312.                           

 ----------------------------------------------------------------------

 Note:  To update the status to spaces (NOT CONTACTED), press transmit 

        without placing an "X" in either of the above options.         

F5=Refresh F9=Key_Help F10=Menu_Bar Esc=Cancel

7.3.5.  Request for Personnel Security Action.  PC-III provides a means to complete the AF Form 2583, Request for Personnel Security Action.  From the Security Clearance Applications screen, select Request for Personnel Security and press TRANSMIT.  Complete the SSAN prompt screen shown below, and press TRANSMIT.


     SSAN PROMPT SCREEN      

    ENTER SSAN:              

    ENTER RECORD-ID:         

When the screen, shown on next page, appears complete all required entries.  After you TRANSMIT, PC-III completes the form as a background application.


        FIELDS REQUIRED FOR COMPLETION OF AF FORM 2583                 

   2. Organization/Sponsor:  21 SPACE              WG                  

   5. Citizenship:    US Citizen    Immigrant Alien    Non-US National 

   7. Place of Birth: DISTRICT OF COLUMBIA                             

   8. INVESTIGATION REQUIREMENT (Mark appropriate block)               

        National Agency Check (NAC)                                    

        National Agency Check-written Inquiries (NACI)                 

        Background Investigation (BI)                                  

        Special Background Investigation (SBI)                         

        BI Periodic Reinvestigation (PR)                               

        SBI Periodic Reinvestigation (PR)                              

   9. CLEARANCE, ENTRY, OR ACCESS REQUIREMENT (Mark appropriate block) 

        One-time Access              Limited Access                    

        Interim Clearance            Special Access                    

        Final Clearance              Unescorted Entry                  

        Top Secret                   Priority A                        

        Secret                       Priority B                        

        Confidential                 Priority C                        

View or print the action through the Production and Products directory.  From the Production and Products directory, mark the file, press F10 and a top line menu appears that allows you to view or print the requested file.

7.3.6.  Security Termination Statement.  AF Form 2587, Security Termination Statement can also be completed as a PC-III application.  From the PC-III main menu, select Security Clearance Applications and press TRANSMIT.  From this menu, select Security Termination Statement and press TRANSMIT.  A screen similar to the one below is displayed.


     SSAN PROMPT SCREEN      

    ENTER SSAN:              

    ENTER RECORD-ID:         

Enter the requested data and press TRANSMIT.  When the Security Termination Statement screen appears, similar to the one shown on the next page, complete the required entries and press TRANSMIT.  PC-III completes the application in the background.


               SECURITY TERMINATION STATEMENT                           

 Access currently authorized: Top Secret                                

 Name of person being debriefed WOODS  JOHN A                           

 Organization of person being debriefed                                 

     21 MISSION SUPPORT    SQ                                           

 Name of debriefer                                                      

F5=Refresh F9=Key_Help F10=Menu_Bar Esc=Cancel

To view or print, access the Office Automation directory, highlight Production and Products, and press TRANSMIT.  Mark the file you want, press F10, from the top line menu bar select the option you want, and press TRANSMIT.

Attachment 1.  PC-III Menu List - Military Personnel Flight

Military Functional Application...


Customer Service...


Family Care Responsibilities Upd



Family Member Dental Plan



Join Spouse/Dep Update



Name Change



Assignment Preference Upd-Amn



Religious Denomination Update



Incoming Sponsor Update



Update Officer Photo Date



Citizenship/Place of Birth Upd



Dec/Awards Display by Precedence


Personnel Employment...



Duty Status Updating/Inquiry...




Confinement/AWOL/Deserter Rpt...





Absent Without Leave - AWOL





Confinement





Deserter





Commanders Report of Inquiry





Produce DD Form 553





Produce DD Form 616





Lost Time (Bad Time) Reporting





Return From Confin/AWOL/Deserter



TDY Reporting...




Report/Project TDY Departure




Reproject TDY Departure




Return PFD From TDY




Correct TDY Data




Delete Proj/Current TDY




TDY Accumulator/History Update



Individual Duty Status Inquiry



Hospital/Sick in Qtrs



Not PFD Other/Jury Duty



Whereabouts Unknown



Return PFD - Non-TDY



Cancel Proj TDY/Hosp/Other



Correct Current D/S Data



Production of AF Form 2098



Manning...




Airman General Data Update




Officer General Data Update




Current Position Number Update




Correct Current Duty Title




PCA Action - Airmen




No-Show Confirmation - Off/Amn




Projected Duty Update - Inbound




Arrival Confirmation - Off/Amn




Unprojected Gain - Airman




Unprojected Gain - Officer




Manning Control File Bypass



Personnel Reliability Program...




PRP Inquiry




AF Form 286 Completion




AF Form 286a Completion




Temporary Decertification Letter



PRP Notification Suspension Log...




PRP Update Notification




PRP Change Entry




PRP Delete Entry




Produce Notification/Susp Log



PRP Updates...




Formal Certification/Recert




Interim/Admin/Formerly Cert




Permanent Decertifications




Temporary Decertifications



READY Program...




READY Individual Inquiry




READY Program Update




READY Requirements Update



Classification...




Airmen AFSC Update




Officer AFSC/Duty Info/PCA




Airmen SEI Update Only




Redesignate/Withdraw AFSC


Readiness...



Deployment Avail Update/Corr



Deployment Availability Inq


Personnel Relocations...



Assignments...




Assignment Availability Updts...





Airman Assignment Availability





Officer Assignment Availability



Assignment Limitation Updates



Edit/Forward LOSS Rip



Assignment Processing Updates...




Confirm an Assignment




Change Projected Dept Date




Concurrent Travel Request



Reclama an Assignment...




Airman Assignment Reclama




Officer Assignment Reclama



Assignment Processing Docs



PCS Order/Amendment - Fms 899/973...




AF 899 - PCS Order




Update PCS Order Local Options




Update PCS Order - Backside




AF 973 - Amendment of Order




AF Form 973 Local Options



Loss Updates...




Airman Projected Loss




Officer Projected Loss




Airman Unprojected Loss




Officer Unprojected Loss




Airman Patient Loss




Officer Patient Loss




Cancellation of Erroneous Loss



In-System Assignment Requests...




CONUS Isolated Asgmt




Voluntary Stabilized Base Asgmt




CONUS Asgmt Exchange Prgm -Amn




Permissive Move Request




Home-Basing/Follow-On Request




Join Spouse Request




Vol Enl CONUS Asg Pgm (VECAP)




Base Of Preference (BOP)



DEROS Forecast/OTEIP Update



Delete Special Duty Assignment



Assignment Program Information...




Exceptional Family Member Prgm




Humanitarian Assignment




Permissive Humanitarian Asgmt



AF Fm 964 - Declination Statement



Retainability Declination Update



Port Call Request - AF Form 1546



Port Call Confirmation



Produce AF Form 907 - Checklist



Separations...




Separation Data Inquiry




Produce AF Form 31




Vol Application For Sep-Off




Request For Vol/Invol Sep




Approval of Vol/Inv Separation




Disapproval of Vol/Invol Sep




Cancel Requested Separation




Cancel Projected Separation




Change Projected Separation



Enl Involuntary Sep - Cmdr Init...




Cmdr Initiated Discharge Rpt



Prepare Retirement Application



DD Form 214 Processing...




DD Fm 214 Inquiry




DD Fm 214 Processing




Format Appr Official Sign Block



Separation Order - AF Form 100...




AF FM 100 - Separation Order




AF FM 100 - Update Local Options




AF FM 100 - Update Backside




Produce AF Form 907 Checklist



Retirement - General Info



Voluntary Separation Information...




Airmen Separations




Officer Separations



Produce DD Form 1610 - TDY Order



AF 973 - Amendment Of Order



AF Form 973 Local Options


Career Enhancement...



Evaluations...




Prepare EPR Forms




Prepare OPR Forms




Prepare LOE Form




Review EPR/OPR/Grade/Duty




Upd Enl Rpt Ofcl/Proj EPR Info




Upd Off Rpt Ofcl/Proj OPR Info




Update Enl Proj LOE Date




Update Off Proj LOE Date




Update LOE




Proj EPR/OPR Date/Reason




Report New OPR




Report New EPR




Add EPR Not Previously Rptd




Build/Correct EPR Segment




Change Date of Old EPR




Change Rating Of Old EPR




Delete Erroneous EPR



Decorations...




Non-Recommend For Decoration




Recommend For Decoration




Approved Decoration Update




Approved Decoration Up/Rcd NOF




Change To Decoration Update




Decoration Correct/Base Only




Downgrade Of A Decoration




Withdrawal Of Decoration



AF Good Conduct Medal Data...




Adjust Creditable Service AFGCM




Update AF Good Conduct Medal



Campaign and Award Updates...




Campaign Service Awards Update




Foreign Military Awards Update




Non Military Awards Update




Unit Military Awards Update



Reenlistments...




CJR and SRB Actions...





AF Form 545 - CJR/SRB Authority





CJR/SRB Request





CJR/SRB Cancellation





SRB for 36 - 48 Month Extension





SRB Recoup/Terminate



Extension of DOS or ETS...




Inquiry of Extension of DOS Data




Produce AF Form 1411 - Extension




Produce AF Form 1411 - Cancel




Update of DOS Extension




Cancel DOS Extension Data



Reenlistment Data Inquiry



Produce AF Form 418



Reenl Inelig Updt - 1st Termer



Reenl Elig Status Update



AF Form 1089 - Leave Settlement



Reenl Update/Forms Production



Correct Proj Reenlistment Data



AF Form 233 - SPTC



SPTC DOS Update



Promotions And Testing...




Prepare AF Form 709 - PREF




Prepare AF Form 709 - Nar PRF




Officer Pre-Selection Brief Rqst




Promotion & Testing Info - Amn




CDC WAPS Status Inquiry




Update Denial Of Promotion



Test Score Updates...




Armed Forces Classification Test




Defense Lang Aptitude Battery




Defense Lang Proficiency Test




Electronic Data Processing Test




Update AFCT Using Raw Scores



RegAF...




AF Form 944 - Med Cert RegAF Appt




AF Form 1371 - Dec RegAF Appt




AF Form 133 - Oath of Office



UIF/Control Roster Program...




UIF/Control Roster Inquiry




AF Fm 1058 Preparation




UIF/Control Roster Update




Uif/Control Roster Inquiry



Weight Management Program...




Body Fat Calculation




WMP Processing AF Form 108




Body Fat Standard Letter




WMP Inquiry/Update



Fitness Assessment Program...




Fitness Inquiry/Exemption Update


Base Training...



OJT Update Only



Update Mandatory CDC Enrollment



Change CDC Enrollment Data



Delete CDC Enrollment



Extend CDC Enrollment Four Month



Order CDC Course Examination


Ind Mob Augmentee - IMA...


Amn Awards and Decorations



Amn Personal Data



Amn Record View Selection



Amn Service Dates



Dec/Awards Display By Precedence



Family Care Responsibilities Upd



Off Awards And Decorations



Off Personal Data



Off Record View Selection



Off Service Dates



Multi-RIP Airman



Multi-RIP Officer



Personal Data Inquire



Personal Data Update



Officer Photograph RIP Request



Religious Denomination Update



Uif/Control Roster Inquiry

Office Automation...


Production and Products


Electronic Office Mail


Updates and Rejects


Single Uniform Retvl Format


Prelude Information System


Incoming Coordinations


Coordination Status


History Coordinations


Rpt On Individual Personnel


Transaction Registers

Locator Information...


ACCELL Active Duty Locator


ACCELL HELP (Key Information)


Active Duty Update


ACCELL IMA Locator


IMA Update

HAF Access...


Enl Active Duty SURF Request


Off Active Duty SURF Request


HAF Online Access


Download ZEUS Files From HAF


TDY DATA Request

BLPS Processing...


BLPS Transaction Processing


Store and Forward - Military
Individual Data Inquiries...


Enlisted Unique Data Inquiries


Officer Unique Data Inquiries

Military ACCELL Inquiries...


ACCELL Airman Service Dates


ACCELL Best Language Data


ACCELL DEROS Management Inquiry...



Enlisted DEROS Inquiry



Officer DEROS Inquiry


ACCELL EPR Information


ACCELL Amn Prom & Testing Inq


ACCELL UIF/Control Roster Inq


ACCELL Active Duty Locator


ACCELL Fitness Assessment Inq


ACCELL Authorization Inquiry


ACCELL PRP Inquiry


ACCELL Separation Data Display


ACCELL Reenlistment Data


ACCELL HELP - KEY Information

Reports & RIPs...


Reports...


RIPs - Individual Requests...



RIP Request For Active Airman



RIP Request For Active Officer

Administrative Applications...


Create AF Form 1945 - Problem Rpt


Change Your Password


PC-III Access/Deletion Request


Release Documentation/BLPS 002s


Maintain Letter Head Information


Maintain Reply Block Information


Produce AUTOs Travel Order


Produce AUTOs Travel Amend


PC3VT Emulator Update

Security Clearance Applications...


Mil Indvl Security Clearance Inq


ASCAS Tracer Request


ASCAS Rosters...



Military ASCAS Rosters



NDA Status Update



Request For Personnel Security



Security Termination Statement

FOCUS/Info Retrievals/Mngr Plus...


FOCUS


Information Retrieval


Information Retrieval - DIN Tbl


Fixed Retrieval File...



User DOS Sel Data Extract File

EQUAL/DAEDALUS Files...


eqplus.raw


equal.raw


Medic.zip


Rated.zip


Support.zip

Attachment 2.  PC-III Menu List - Commander’s Support Staff

Military Functional Application...


Customer Service...


Family Care Responsibilities Upd



Assignment Preference Upd-Amn



Religious Denomination Update



Incoming Sponsor Update



Dec/Awards Display by Precedence


Personnel Employment...



Duty Status Updating/Inquiry...




Confinement/AWOL/Deserter Rpt...





Absent Without Leave - AWOL





Confinement





Deserter





Commanders Report of Inquiry





Produce DD Form 553





Produce DD Form 616





Lost Time (Bad Time) Reporting





Return From Confin/AWOL/Deserter



TDY Reporting...




Report/Project TDY Departure




Reproject TDY Departure




Return PFD From TDY




Correct TDY Data




Delete Proj/Current TDY




TDY Accumulator/History Update



Individual Duty Status Inquiry



Hospital/Sick in Qtrs



Not PFD Other/Jury Duty



Whereabouts Unknown



Return PFD - Non-TDY



Cancel Proj TDY/Hosp/Other



Correct Current D/S Data



Production of AF Form 2098



Manning...




Airman General Data Update




Officer General Data Update




Current Position Number Update




Correct Current Duty Title




PCA Action - Airmen




No-Show Confirmation - Off/Amn




Projected Duty Update - Inbound




Arrival Confirmation - Off/Amn




Manning Control File Bypass



Personnel Reliability Program...




PRP Inquiry




AF Form 286 Completion




AF Form 286a Completion




Temporary Decertification Letter



PRP Notification Suspension Log...




PRP Update Notification




PRP Change Entry




PRP Delete Entry




Produce Notification/Susp Log



PRP Updates...




Formal Certification/Recert




Interim/Admin/Formerly Cert




Permanent Decertifications




Temporary Decertifications



READY Program...




READY Individual Inquiry




READY Program Update



Classification...




Airmen AFSC Update




Officer AFSC/Duty Info/PCA




Airmen SEI Update Only




Redesignate/Withdraw AFSC


Readiness...



Deployment Avail Update/Corr



Deployment Availability Inq


Personnel Relocations...



Assignments...




Medical/Educ Clr For Travel



Assignment Program Information...




Exceptional Family Member Prgm




Humanitarian Assignment




Permissive Humanitarian Asgmt



Separations...




Separation Data Inquiry




Enl Involuntary Sep-Cmdr Init...





Cmdr Initiated Discharge Rpt





Retirement - General Info





Voluntary Separation Information





Airmen Separations





Officer Separations



Produce DD Form 1610 - TDY Order



AF 973 - Amendment Of Order



AF Form 973 Local Options


Career Enhancement...



Evaluations...




Prepare EPR Forms




Prepare OPR Forms




Prepare LOE Form




Review EPR/OPR/Grade/Duty




Upd Enl Rpt Ofcl/Proj EPR Info




Upd Off Rpt Ofcl/Proj OPR Info




Update Enl Proj LOE Date




Update Off Proj LOE Date




Update LOE




Proj EPR/OPR Date/Reason



Decorations...




Non-Recommend For Decoration




Recommend For Decoration



AF Good Conduct Medal Data...




Adjust Creditable Service AFGCM




Update AF Good Conduct Medal



Reenlistments...




Reenlistment Data Inquiry




Produce AF Form 418




Reenl Inelig Updt - 1st Termer 



Promotions And Testing...




Prepare AF Form 709 - PREF




Prepare AF Form 709 - Nar PRF




Officer Pre-Selection Brief Rqst




Promotion & Testing Info - Amn




CDC WAPS Status Inquiry




Update Denial Of Promotion



UIF/Control Roster Program...




UIF/Control Roster Inquiry




AF Fm 1058 Preparation




UIF/Control Roster Update




Uif/Control Roster Inquiry



Weight Management Program...




Body Fat Calculation




WMP Processing AF Form 108




Body Fat Standard Letter




WMP Inquiry/Update



Fitness Assessment Program...




Fitness Inquiry/Exemption Update


Base Training...



OJT Update Only



Update Mandatory CDC Enrollment



Change CDC Enrollment Data



Delete CDC Enrollment



Extend CDC Enrollment Four Month



Order CDC Course Examination


Ind Mob Augmentee - IMA...


Amn Awards and Decorations



Amn Personal Data



Amn Record View Selection



Amn Service Dates



Dec/Awards Display By Precedence



Family Care Responsibilities Upd



Off Awards And Decorations



Off Personal Data



Off Record View Selection



Off Service Dates



Multi-RIP Airman



Multi-RIP Officer



Personal Data Inquire



Personal Data Update



Officer Photograph RIP Request



Religious Denomination Update



Uif/Control Roster Inquiry

Civilian Applications...


Civ Appraisal and Award Reports...



Aprsl Rpt By Name By Organization



Aprsl Rpt By Name By Spec PAS



Aprsl Rpt By Name By Spec Of Sy



Aprsl Rpt By Name By Spec Orgn



Aprsl Rpt By Rating By Spc PAS



Aprsl Rpt By Rating By Name



Aprsl Rpt On Emp W/O Curr Apsl



Aprsl Rpt W/O Curr Apsl By Ofc



Civ Current/Past Appraisal Data



AF 860 Performance Plan



Emp W/O Curr Aprsl By Org Stru



Rating Comparisons By Grd Lvl...




Civ Rating Comp By Grade By Cmd




Civ Rtg Comp By Grd By Sel Cmd



Rating Level/Factor Average...




Civ Rtg Lvl/Fac Avg By Yr/Min




Civ Rtg Lvl/Fac Avg By Yr GS/GM



Performance Aprsl Average Data...




Aprsl Average By Command



Civilian Award Reports...




Awds Distribution by Year




Awd Comparisons by Grade Level...





Civ Awd Comp by Grd Lvl by Cmd





Civ Awd Cmp by Gr Lvl by Sel Cmd




Award Percentage Reports...





Awd Pct by Minority Within Cmd




Awd Pct by Minority by Command




Award Inquiry...





Indiv.Employee Award Data

Emergency Essential / Key Info...



E-E/Key Position Information


Employee/Position Information...



Supervisor Career Brief



Employee Career Brief



Employee Display Screen



Position Information Screen


Health Benefits Inquiry


Physical Exam/Inqury Reporting...



Injury Reporting Form



SF 78 Physical Requirements



Physical Exam Inquiry



Physical Exam Updt-Supervisor



Physical Exam Report...




Report Employees Req Physicals




Report Empl Past Due Physical




Report Phy Exam Inclusive Dts




Empl Req Physicals - Projected




Empl Req Physical W/O Exam Dts


SF-52 Applications...



SF-52 Establish Identical Posn



SF-52 Cancel Position



SF-52 Fill Position



SF-52 Other



USAFE Form 52



MLC Pers Action Req USFJ-ll/186


Thrift Savings Inquiry


Produce DD Form 1556 - Tng Rqst


Produce DD Form 1610 - TDY Order


AF Form 971 - Inquiry/Update


Civilian ACCELL Applications...



ACCELL HELP - Key Information



Civilian Locator


Civilian Position Locator...



Civ Pos Locator For US Employee



Civ Pos Locator For Local Natls



Employee/Position Information...




Manager US Employee Career Brief




Manager LN Employee Career Brief




Career Brief Inq For US Employee




Career Brief Inq For Local Natl


Investigation/Clearance Data


Thrift Savings Inquiry


Health Benefits Inquiry


Civilian Skill Data


Base Level Career Program


Supervisor’s Employee Brief...



Supervisor’s Brief For US Emp



Supervisor’s Brief For Local Nat


Current Aprsl Data/Award Hist


Civ Current/Past Appraisal Data

Office Automation...


Production and Products


Electronic Office Mail


Updates and Rejects


Single Uniform Retvl Format


Prelude Information System


Incoming Coordinations


Coordination Status


History Coordinations


Rpt On Individual Personnel


Transaction Registers

Locator Information...


ACCELL Active Duty Locator


ACCELL Civilian Locator


ACCELL HELP(Key Information)


Active Duty Update


Civilian Update


ACCELL IMA Locator


IMA Update

HAF Access...


Enl Active Duty SURF Request


Off Active Duty SURF Request


Civilian SURF Request


TDY DATA Request

Individual Data Inquiries...


Enlisted Unique Data Inquiries


Officer Unique Data Inquiries

Military ACCELL Inquiries...


ACCELL Airman Service Dates


ACCELL Best Language Data


ACCELL DEROS Management Inquiry...



Enlisted DEROS Inquiry



Officer DEROS Inquiry


ACCELL EPR Information


ACCELL Amn Prom & Testing Inq


ACCELL UIF/Control Roster Inq


ACCELL Active Duty Locator


ACCELL Fitness Assessment Inq


ACCELL Authorization Inquiry


ACCELL PRP Inquiry


ACCELL Separation Data Display


ACCELL Reenlistment Data


ACCELL HELP - KEY Information

Reports & RIPs...


Reports...


RIPs - Individual Requests...



RIP Request For Active Airman



RIP Request For Active Officer

Administrative Applications...


Create AF Form 1945 - Problem Rpt


Change Your Password


PC-III Access/Deletion Request


Release Documentation/BLPS 002s


Maintain Letter Head Information


Maintain Reply Block Information


Produce AUTOs Travel Order


Produce AUTOs Travel Amend


PC3VT Emulator Update

Security Clearance Applications...


Mil Indvl Security Clearance Inq


Civ Indvl Security Clearance Inq


ASCAS Tracer Request


ASCAS Rosters...



Civilian ASCAS Rosters...


`

ASCAS Tracer Status Report




ASCAS Roster




Personnel Security Clnc Report




Personnel Security Mismatch




Military ASCAS Rosters




NDA Status Update




Request For Personnel Security




Security Termination Statement

FOCUS/Info Retrievals/Mngr Plus...


FOCUS


Information Retrieval


Information Retrieval - DIN Tbl


Fixed Retrieval File...



User DOS Sel Data Extract File



User DOS Sel Civ Data Extract



Appraisal Data Retrieval



Award Data Retrieval



Apprsl/Award Data Retrieval

EQUAL/DAEDALUS Files...


eqplus.raw


equal.raw


Medic.zip


Rated.zip


Support.zip

Attachment 3.  PC-III Update Flow Chart




STEP 1.  USER INPUTS A PC-III UPDATE ON AN ENDPOINT.  THE ENDPOINT’S DATABASE IS IMMEDIATELY UPDATED.

STEP 2.  ENDPOINT PROCESSES THE UPDATE AND FORWARDS THE UPDATE TO BLMPS VIA THE GATEWAY (GW).

STEP 3.  GW RECEIVES THE UPDATE AND FORWARDS IT DIRECTLY TO BLMPS.
3.1.  A REAL-TIME RESPONSE TO THE UPDATE REQUEST IS SENT BACK FROM THE BLMPS FUNCTIONAL SYSTEM ANALYZER TO THE USER.

STEP 4.  DURING BLMPS END-OF-DAY (EOD), EACH RECORD UPDATED SINCE THE LAST EOD IS COPIED INTO A FILE FOR TRANSFER INTO THE PC-III NETWORK.

STEP 5.  GW RECEIVES THE REFRESH FILE DURING THE NIGHT AND DISSEMINATES THE RECORDS TO THE CORE AND THE APPROPRIATE ENDPOINTS.  THE NEW RECORD OVERLAYS THE ENDPOINT’S OLD RECORD.
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