MODERN DCPDS PERSONNEL ACTION PROCESSING AID

POSITION CORRECTIONS and UPDATES

Coverage
This job aid provides information to assist in making changes to position data.  The information is presented in two decision logic tables, depending on whether you are working with an ENCUMBERED (occupied) or UNENCUMBERED (vacant) position.  

Changes
21 Jun 2001:  This job aid is new.

Related information
Information on related processes is available as follows:

For information on
See

Correction-Cancellation Decision Logic Tables
Corr-Canc DLT job aid

Building a position
Position Build job aid

Deleting or terminating a position
Position Terminate-Delete job aid

Changing position sensitivity
Change in Position Sensitivity job aid

Realignments (individual)
Realignment job aid

Mass realignments
(job aid under development)

Establishing a new organization
Position Org Address job aid

CORRECTING POSITION INFORMATION 

ON ENCUMBERED POSITIONS

If Wrong Item is….
THEN
NEXT
THEN See…

GEOLOC CODE *

(Position built wrong)
Quick copy from current sequence #, enter the effective date of the action being corrected in Date Position Established; enter “1” for Number of copies, and click Quick Copy

Same as Geoloc insructions above
Call up new sequence #; enter new geoloc code in Location Field, then Save & Validate


CORRECTION DLT to determine appropriate type of correction needed (Oracle vs DOD)

Populate Correction RPA with NEW sequence #.  In the remarks, include Block 15 as one of the elements being corrected, then Update HR

JOB NUMBER

Call up new sequence #; enter new Job Number in Position Description Number, then Save & Validate




PART TIME HOURS

Call up new sequence #, click “Others”, select Army Appropriated Fund, select “US Gov Position Group 1”, enter correct hours in “Part Time Hours Bi-Weekly”,  then Save & Validate




WORK SCHEDULE

Call up new sequence #, click “Others”, select “Army Appropriated Fund”, select “US Gov Position Group 1”, enter the correct work schedule in “Work Schedule” field, then Save & Validate




SERIES
Same as Geoloc instructions above, EXCEPT in addition, click the “Job” field in the middle of the screen and select the correct series


Call up new sequence #; then Save & Validate


UIC CODE
Same as Geoloc instructions above, EXCEPT in addition, click the “Organization” field in the middle of the screen and select the appropriate UIC Code, then Save
Call up new sequence #; click in the “Global Descriptive Flexfield” (AKA Sugarbowl); enter correct UIC in “Unit ID Code; then select “Others”, choose “Army Appropriated Fund”; select “US Gov Position Group 1” and enter correct UIC code in  “Positions Organization”; then Save & Validate


CORRECTING POSITION INFORMATION 

ON ENCUMBERED POSITIONS (Continued)

If Wrong Item is….
THEN
AND…
THEN

BUS CODE

FLSA

FUNCTION CODE

POSN OCCUPIED

SUPV STATUS


See CORRECTION DLT to determine appropriate type of correction needed (Oracle vs DOD)
Input correct values on page 3 of Correction RPA


Enter appropriate remarks and Update HR



NONE OF THE ABOVE


Date track to the effective date of the action being corrected
Update current sequence # with correct values
See CORRECTION DLT to determine appropriate type of action needed 

(Oracle vs DOD)

Populate Correction RPA with CURRENT sequence #, enter appropriate remarks, then Update HR



*  If the Geoloc code is correct in the position, but wrong on the RPA, follow the instructions for correcting Bus Code, FLSA, Function Code, etc.

UPDATING POSITION INFORMATION 

ON UNENCUMBERED POSITIONS 

If Wrong Item Is
AND Item Is
THEN
AND THEN
ALSO

SERIES
Associated with pending RPA
Quick copy from current sequence #; click the “Job” block in the middle of the screen; select appropriate series from the drop down menu; enter the effective date of the RPA in Date Position Established; enter “1” for Number of Copies; and click Quick Copy
Call up new sequence #; click Validate

NOTE:  Staffing will need to know the new sequence #
Call up old sequence # and click the Big Red X  to delete the record.


NOT associated with pending RPA
Same as above, EXCEPT do not change Date Position Established



NOT THE ABOVE


Associated with pending RPA
Date track to the effective date of the RPA
Update current sequence #


NOT associated with pending RPA
Do NOT date track


Posn-Corr-Updt-DLTs.doc
1
21 Jun 2001

