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MDCPDS PERSONNEL ACTION PROCESSING AID

COMPLETION OF LONG TERM TRAINING

Purpose
To process a person returning from Long Term Training using an agency unique nature of action.

Assumptions


This processing aid assumes that you have received a RPA in your inbox and you have opened the LTT action and are ready to process it and update the database.

Coverage
This processing aid covers NOA 979 – Completion of Long Term Training.

Related Information

Related information
See also:

For Information on
See

Tbd


Processing steps
These are the basic steps you need to follow to process this type of action:

Step
Action

1
Check the RPA for required information; obtain any missing information

2
Add required personnel and position data to the RPA

3
Complete required extra information

4
Process the action into the database

5
Print and distribute the NPA and check the database and payroll record

Check and complete the RPA

Checking the RPA
Check the RPA to make sure that all required information has been included and if critical information is missing, contact the servicing personnel specialist or classifier or the contact shown on the RPA. Check the following items:

Pg
Item
Description
Contents

1
None
Notes
Check any notes that accompany the action

1
A3
Additional Information Call
Name and Phone Number must be complete



1
A4
Proposed Effective Date
Date or ASAP must be provided

1
A5
Action Requested By

Name, title and date must be complete

1
A6
Action Authorized By

Name, title and date must be complete

1
B1
Employee Name
Must be complete



1
B2
Employee SSAN
Must be complete



1
B3
Employee date of birth
Must be complete



Complete the RPA
Fill in the following items on the RPA:

Pg
Item
Description
Contents

1
B4
Effective date
Enter the date of  Completion of Term Training.  Cannot be a future date.

1
B5A
Nature of Action Code

Click in block, and from list of NOAs, 

1
B5C
Authority Code
Click in block, click the LOV and authority 

1
B5E
Authority Code

No second authority code is necessary.

2
15
Position Title
Select the position the person is returning to.

3


All items auto- populated

4
D
Remarks
Enter remarks if appropriate.

4
F
SF-50 Remarks
Click on LOV box, highlight remark to be 

added and click OK. The only remark for

this action is Y75. You will automatically receive a pop-down screen requesting that you enter the NTE date of the long term training.

4
F
SF-50 Remarks
Enter as many other remarks if appropriate for your area.

Extra Information

Complete Extra Information
Complete the extra information needed to document the Long Term Training.             Click the “Extra Information” tasking button at the bottom of the RPA and select the DDF titled “US Gov Agcy Data” , move to the Details data line and click. When update screen is displayed, update the TDA data required for entry in Block 44 of the NPA. Upon exiting out of the DDF, you will receive a message asking if you want to save changes and click OK.

Click the  “Position” then “Extra Position Information” tasking button at the bottom of the RPA and select the DDF titled “Army Appropriated/Local National”, move to the Details data line and click.  When the update screen is displayed,  change the AMSCD Code to 33475131, 33475132, 33475141 or 33475142 dependant on which type of long term training the individual is completing, click OK, and upon returning to the main DDF screen, click on X  and when you receive the pop-down menu, save your changes.

Save


Once the extra information is entered, click your save disk icon, and when you receive the routing screen, select Update HR, select the printer, approve the action and click update. You will receive an update message indicated HR has been updated, and in returning to the RPA, the status line will indicate that the HR has been updated. 
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